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This report relates to an Orientation Programme 
for Vocational Commerce Teachers, Junior Lecturers and 
Instructors which was held under the Programme Director¬ 
ship of Dr.R.N.Dikshit at the Regional College of 
Education, Bhubaneswar from the 1st to the 10th March, 
1993. 

Vocational areas in business were identified; 
ways and means for self-employment were devised; and 
criteria of evaluati^ for certain vocational subjects 
like Stenography, Type writing. Office practice and 
Accountancy were laid down. Participants were acquainted 
with the skill of handling the sophisticated business 
machines like electronic typewriters, phot-stat copier 
and the micro computers, including the layouts and 
requirements of a business vocational department in the 
school, and the skills of preparing practical note on 
vocational business subjects. 

Twenty four participants from Orissa, Bihar, Assam, 
Sikkim, and Arunachal Pradesh attended the programme. 

Inspite of the fact that the Department of Commerce 
has only two faculty members, the programme was very well 
conducted because of their commitment and involvement 
alongwith the cooperation of external and internal 
resource faculty. They deserve appreciation. 

I trust that this report will give positive inputs 
to vocational education in the field of Commerce. 


Bhubaneswar 

Dateds 


(Prof .K.c. Panda) 
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TASK AHEAD .... 

- To identify the vocational area in business: 

Vocational areas both in public and private sectors 
are to be identified. M^e identlf i'chti on is hot" 
enough. The participants will id^entify the areas ■ 
where employmait opportunities are at present 
available for our students. The participants will 
go through the brochures, leaflets arid other 
literature published by the Ministry of Labour and 
Employment for this purpose. Some of the courses 
designed by the Vocationalization of Education 
Unit like Careers in railways and L.i.c, of India 
will also help a lot. 

- To devise ways and means f or self employment. 

Equal emphasis must also be laid on identifyii^ 
vocational areas for self employment. Much work 

has been done by the Institute bf Enterpreneurship 
Development of Orissa and other similar bodiies in 
this regard. Institute of Enterpreneurship Deve¬ 
lopments as a part of consultancy ^service have 
been working on national and regional level. 

Oiur participants may also take the help of 
similar agencies to devise ways and means for 
self employment. Agencies like the Small“Scale 
Industries Development Bank of India have been 
working as funding agencies. Our participants . 
may also take the assistance and consultancies 
of these' bodies to achieve the objectives of self 
' employment of their students. 

- ^o chalk out the layouts and requirements>of a 
business vocs tional department^'. 



’ Our participants will chalk out their physical 
requirements taking into consideration the number 
of students# vocation, labs, and optional subjects. 
The experiences gained by the participants will 
heJfP a lot in.discussing# suggesting and 
interac-!ting for this. They will prepare the 


blue print of physical requirements including 
the equipment necessary for every voottoh • 
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To develop skill of preparing, practical note 
on vocationel business subjects. 

The lack of practice 6£ preparing practical notes 
in classes has prompted us‘to include this objective. 
Pew guidelines ape necessary in order to introduce 
such notes to be prepared by the students. The work 
done inthis regard by the SCERT, Orissa and the 

r 

vocational education unit, NCERT, ^elhi will 

be the guiding practices. The participants will 
prepare similar no£es on their respective vocational 
areas and will submit the same at the end of the 
programme. . 

To acquaint the patticipants with the new techniques, 
methods and approaches of teaching vocational 
business subjects,' 

Technique like in-basket exercises, role play 
demonstration and ease studies have taken precedence 
over the old methods of teaching thcugh lecturing 
and question-answer,. Our participants will gainfully 
experience such new methods through active parti- 
cipatiart in few of the sessions of the programme. 

They will-also develop the skill of teaching the 
accountancy,through practice sets and work-sheets. 

To develop the skill of handling the sophisticated 
business machines. 

Our participants will get the opportunitL gs of 
handling some of the sophisticated business 
machines like electronic typewriter, photosta • 
copi-er, laminator and personal computers. They 
Will note down their experiences and submit the 
same at the end of the programme. 

To evolve the criteria of evaluation for 

vocational business subjects, 

" r . 

International criteria are available for evaluating 
subjects like stenography and typewriting, our 
pafticipants will be acquainted with the criteria. 



They will develop the evaluating criteria for 
other vocational subjects oiJthe basis of the 
instructional objectives. They will (a) work out 
the Skill components of their respective 
vocations and (b) determine t he weightage to 
be given in every skill component. 


_ Success in fulfilling the above tasks will be 
possible only with the help of active participation of 
Our participants in the endeavour. 





VOCATIONAUSATION OF EDUCATION;AN OVERVIEW 


Ramakar Raizada» 
Lecturer in 'Commerce, 
BhUfcnnp.SWfic * 

Education is an important activity of human life. 

It converts frqm 'Man as animal* to 'Man as human being* • 

In every country education is provided for human resource 

t 

development/ better and more production/ national deve¬ 
lopment and needed for enabling man to earn his living. 

Present educational system is having academic 
nature which results more ru^h for university education, 
professional and academic courses. So, there is mass 
educated unemployment in our country and there is need 
of change in the structure of education. There should be 
vital link between school and work# education and produ¬ 
ctivity and education should be for employment and national 
development. There is burning problem of army of educated 
unemployment and frustrated youth. There is greet need 
of such educational reconstruction which can make education 
meaningful/ purposeful and functional. Therefore/ the 
concept of vocationalisation of education was developed. 


Rationale of Vocational Education 

(i) 'work is worship' - based on Indian philosophy of 
'Geeta', and this concept should be developed 
through education, 

(ii) Work an^ education both should go together till 
one's life, therefore there is need of such 
education which involves work, 

(iii) to diversify the students according to their 

interest/ ability# aptitude and attitude in academic 
and vocational areas. 

(iv) to reduce the burden on higher institutions of 
learning and rush to college and uniyersi;^s. 



, (v) to solve the problem of educated unemployment 
and reduce frustration of youth. 

Cvi)to help in economic and technological development 
of country by providing manpower for middle level 
job. 


Concepts 8 

"Vocational Education is the education to be pro¬ 
vided aflfer general education ( at +2 stage) for a period 
Of 6 months to 3 yeats, to develop knowledge^ understanding/ 
skill and right attitude for middle level jobs in the 

4 

form of self employment Or wage employment". 

Vocational Education is different from general 
education which is bookish or theoritical. It transmits 
the. knowledge in practical skills. Vocational Education 
enables a learner to perform service or produce goods 
upto acceptable standards of society. It is placed in 
between technical and professional education. 


Objectives ; 

1. To create interest/ ability and skill in the learner 
through education and training for mlddte level jobs, 

2. To develop vocational competence/ employment 
worthiness and result in human resource development 
for the country, 

3. To link education with productivity, ^he expected 
outcome of Vocational Education is economic deve¬ 
lopment in rural as well as in urban areas. 


4. To reduce unemployment among educated youth and 

r ^ 

to correct the mismatch b'etween demand and Supply 
of worker -^hr^ugh self employment. 


5. To reduce pressure on hi<^er edudation# through 
diversifing a gptpup of learners'at +2 stage to 
"' the^Wtent of 1 t?y f 199$ - ( eh*^ Of'Y tii Yplan') and 

r -uanna-.'f- - 



S3t- 


Charag-fapristlcs ; 

1* It is provided at +2 stage (can also b© provided in 
class VIII, IX and X as pre-vocational courses) » 

2. It's duration is normally 2 years (+2 stage), but ranges 
from 6 months to 3 years depending upon the knowledge, 
understanding, skill and attitude to be developed 

for a perticular occupation or family of occupations, 

\ > 

3. It Caters the needs of middle level jobs either for 
self employment or wage employment. The middle level 
jobs are crucial for increasing productivity and 
improving services. 

4, It can neither be equated with technical education nor 
general education, it includes general edutation of 
good quality with specific practical job training in 
skills. 

5, Selection of various courses is based on the needs of 
community through the conduct of district vocational 
surveys and needs revision after some period aS per 
changes in needs ofs ociety, 

6. It is terminal course leading to job but not the 

; terminal of educs ti.-si. Openings are there for further 
and continuing education. Programme of Action, 1992 
has Specifically emphasised a vertical mobility of 
+2 vocational course students, 

7, It has to use scientific methois for training and 
development of skilled personnels. 

HlstoT-ical Backgrounds 

Macaulian System of Education was introduced in 
India by Britishers as per their xegn,nfor"- 
tunately even today we are following the same pattern 
and it resulted in army of educated unemployed persons 
and frustrated youth. The education system has no relevance 
with the socio-economic conditions of our country and 
the work which students are required to do in the firms 
and organisations for employment has hardly taken care ’ 

f 

in their studies. This lacuna of education system aneir’ 
need to mal 
of several 
period'. 


it work oriented was 


ref leetin-g in rePdi?%#' V, 
coi;fURissions and. comn^i-tj^es^ 
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Wood Commission-1854i Hunter Commission-1832/ 
Hartog Committee-1929/ Sapru Committee-1934/ 2^bhot and 
Word repbrt-* i936‘-37/ Sargent Repott-1944' etc, / all 
emphasised for linkage of education to work and education 
should be as per need f or mass employment to avoid 
student’s unrest. But British Government could not pay 
an attention due to it's wasted interests, Although some 
polytechniques came into existence in that period. 

After independence our own government appointed 
Mudaliar Commission/ in 1952. The Commission recommended 
that the aim of education should be improvement in voca¬ 
tional efficiency. Importance to dignity of work/ good 
attitude for work and greater emphasis on craft and 
productive work in all schools was suggested. The multi¬ 
purpose'schools with Various streams developed as per 
recommendations of Mudali'ap Commission, In multipurpose 
schools Various courses were available as pea: needs 
and abilities of students. Large number of students took 
agriculture/ technical/ commercial and other practical 
courses for all round development of head and hand, 

KothaJ^i Commission (1964) pointed out that in our 
country-Vo^atipnal Education is felt as inferior form of 
educati-onj.and fits to those who fail in general education 
Which is a wrong concept, Kothari 'Commission recommended 
fof 12 year schooling in place of eleven yaer and gave a 
serious note for rush to universities. Commission reco- 
.mmended a vocational stream of education with variety 
of courses from different areas and recommexded at least 
5 l 036 Of beyond 10-years as schooling should be diverted 
to vocational education* The targets wore unreal' and 
ambicious/ so government had decided to divert 10% to 
1990 and 25% to 1995/ which also could not be reached in 
1990 and it was again re-vised in 1992 for 10%'to 1995 
and 25% to the year 2000, 

, ' 1 

The National Policy Resolution/1968 accepted’the 

recommendations of Kothari Commission and entrusted NCERT 

the task of preparing curricula for such courses -and 'aibb 

» * 

helping the states in implementation of vocational' ' 
educa,t,.ion, ! ■ > - - ^ ^ 



SO/ the programme cf Vocational Education was 
initiated in 1967 iTy some states upto 1979, 6 states and 
2 Union Territories introduced it.upto 1986, 9 states 
had introduced vocational education in the area of agri¬ 
culture, technology, commerce', home-science, . paramedical 
and miscellaneous services and others. Vocational Eriucati 
was introduced in Orissa also in the academic session 
1987-88 by upgrading 31 high schools to vocational higher 
secondary schools in 20 areas (including office management 
and stenography), l^he number of schools increased to 150 
in the year 1988-89 and extended to insurance, banking 
and accounting a1Es6 in the field of commerce. It was 

spread to 12 states and 5 Union Territories in volving 

1 

1,70,000 students enrolled in 2,900 vocational schools 
opting 115 courses of vocational education. At the end of 
1991-92 12,543 vocational sections were approved in 4400 
schools thereby creating facilities for diversion of about 
6.27 lakh of students of +2 stage. This accounts for 9,3% 
of student enrolment at +2 lev®l. ■Although quantitatively 
the implementation of vocational education at the +2 level 
was fairly substantial but in qualitative terms there 
remains much to be done. 

Centrp sponsored scheme s ' 

Vocations lis at ion of Education has been accepted 
as one of the priorities in the National Policy on 
Education, 1986. It was felt that union government should 
be responsible for policy, guidance, standards and there 
should be a liberalised financial assistance to states 
for achievement of fixed targets. 

Accordingly, one of the centrally sponsored s.c-heme 
in Vocationalisation of Higher Secondary Education under 
which substantial financial assistance is provided to 
the state g.'VQrnments was introduced to implement the 
programme. The finahciai assistance was given by central 
government to states, to start the vocational education 
programmes and will continue for one or more plan periods 
and after that state governments have to implement 
scheme by their own resources. The assistance was given, 
as under* 



(a) 100% Assistance 

for apprenticeship training/ valuation and monito¬ 
ring/ conduct of vocatichal survey, developmeht of 
text books, development of curriculum-workshops, 
resource persons, training programmes. Instructional 
material subsidy, teacher training courses, equipments 
to schools, workshop or laboratory' buildings. 

(bJ 7 5% Assitance 

Vocational School staff. 

(c) 50% grants ; 

Vofiational wings of ^directorate of E,^cation, 
District Vocational wings, SCERT Vocational wings. 

In the scheme, the state government had to prepare 
a project report of programme to te taken up. The proposal; 
will be examined and grant disbursed, 50% of ap^proved 
grants,of one year will, Ije released as first instalment 
and remaining 50% after state government reports that 
75% of the earlier amount is used, with it's implementa¬ 
tion report. Voluntary Organisations can also get grants 
for implementation of Vocational Education prograiWie, 
on the basis of proposals approved for them. The scheme 
was-''implemented to all states and Union Territories 
except Tripura, Daman & Diu, Dadar and Nagar Haveli and 
Lakshadeep upto 199',-2, 

A-t state level 15 out c£ 24 states and 2 out cf 
4 Union Territories have set up offices for Vocational- 
Er|Ucation at Directorate level. Only 8 out of' 24 states 
and 1 out of 4 Union territories h«ve set up organisation, 
for vocational education at SCERT level, aad—eniy—elev-en 
states -have-.estabnLi.s-hQd, 

Programme of Action, 1992 insisted for systematic 
and well planned programme of vocational education. It 
reviewed the policy and revised policy has given two 
modifications - targets 10% shift of students to 1995 
and 25% to the year 2000 and envisage children ai; higher 
secondary level being imparted generic vocational courses 
with several ogcupational f'ie'lds, ' 

" > ■'“V * * L I ¥ 
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Management of Vocational Education was suggested* 

ftt National Lavel 

-^ % 

■Tpipi- r.n^nrAl of Vocati.Qnai-eduoatiQn u'ndar chairmani 

ship of Education Ministry for planning a nd Co-ordinl 

tion of Vocational programmes* to provide guidelines* 

. f or development of vocational' programmes and to 

evolve scheme for involvement of public and private 

sector industries in vocational education* 

Bureau of Vocational Education in Department of 
Education (MHRD) would provide secretarial support, 

- NCERT through Department of Vocationalisation of 

Education would function as apesc level research and 
development body. 

At Regional Level 

Board of ADpr*»ntineshir> Training to cater the needs 
of Vocational students after completion of vocational 
courses at +2 level, 

" Regional Colleges of E/gucatL on under NCERT would 
function as regional vocational teacher training 
institute in addition to performing research and 
development functions* 

At State Ltavel; 


to be set up. 


was ^suggested 


P.3.£ectorate of Ernif;;;^t 4 np should provide administrative 
leadership for vocational education. , - 

“ wing ins CERT should pr ovide research and 

development support for vocational education. 

At District Lovel * 

D istrict Yocational Educati o n Cornmit^e'^ would be 
constituted to promote the programme of vocational 
education, and to maintain linkage with-Directorate , 

Of Education and,-other-’^related' in^iltg^ipii,, ' 

- , senior 

_Sement and 






It was also directed under oapintal programme of 
.'Action 1992 to set up a Central Ij'^stitute of Vocational 
-Education under the umbrella of NCBRT but with considorab 
functional autonomy. It was established in the month of 
August^ 1992 in Bhopal, it will be the ape^c research and 
development institute’ in thefield of vocational education, 

i 

It was also deslrfed'that state gove,^nments should set up 
adequate managemerit strategy at all levels. Personnels 
manning the vocational 'education should be well trained 
and central institute of vocational education should be 
•made functionally effective aS early as possible. 

The main emphasis during the eighth plan would be 
consolidate and quality improvement. By eighth plan it 
is proposed to create facilities for diversion of an 
additional 2*62 lahh of students at +2 level. Apprentice¬ 
ship training with adequate linkage to industries was 
also emphasised, A phased and well structured programme 
of teacher training will be drawn up by Cgntral Institute 
of Vocational Education and implemented in Regional 
Colleges of Education on a priority basis and extended to 
other universities and colleges, Upto 8th Plan# 1,600 
pre-service vocational teacaers are expected to get 
training. Inscrvlce teacher training programmes will be 
conducted by state government under the guidelines of 
Central Institute of Vocational E,^ucation, SCERT will woric 
as nodal agency and will develop linkage with DIETS, 
Central Institute of Vocational Er^ucation will also- 
conduct in service training far teachers at national and 
regional level and by 8th Plan 12,000 teacher will be 
getting inservice training in vocational education area . 
(PDA, .1992) . 



The Vocational Education PrOgi^amme was started in 
1976, buf it's progress was very slow. Still it 
needs implementation and enough coverage in the 
states. 


The public at large has generally remained 
apathetic to’the programme and th^y give greater 
pre-ferehc® to acaa^mici.edjaai^'tl®!3L,*^jwti'dh,. leeds-to 
white qoJLb.r job's > 



3. Vocation Eaucati§n» by nature is more, expensive 
due to needs of ecjuipmentS/ materials etc* for 
practical woric- 

4. There is lack of proper administrative structure 
and teacher training# teaches’ need the orientation 
as wfell as practical training* In absence of 
ptactifial knowledge or competence the quality of 

vocational education is suffered, ' 

1 * 

5. There is serious lack of suitable teaching-learning 
and audio-visual materials for vocational education. 
Teachers depend on own notes, which often need 
improvsment. 

e. Certificates and diplomas of vocational couirses 

have not been recognised by employment agencies and 
institutions of higher learning and it becomes 
difficult for pass-out to get jobs or admission. 

7, Lack of employment oppoartunities, 

This is a little exposure to the prc±>lems of 
vocational education. More and practical problems 
will come up with discussions. 

Essentialfl. of _a successful Vc>catir>na1 Jlrlucati on PT-oqyamm<a i 

1, In vocational education creditability should be 
established with qualitative, relevant and acceptable, 
standard of vofational education, 

2, The linkage of vocational education with employment 
should be firmly established, 

3, An adequate phyical and academic Infra—attuctute for 
vocational education programmes should be pt'wvided, 

4, Proper funding of vocational education programinee^ ‘ 
should be assured, 

5, Adequate facilities should be available for teacher 
training-pre-stirvice and inservice. 

6, ^ There should be adequate facilities for teacher 

trainers, 

7, Management structure of vocational education should 
be effective. 



There should be equivalence among academic^ 
vocational and technical courses* 

Curriculum developments in Vocational Education 
should be in consultation with employers* 

There should be full community involvement and 
participation. 

Other Government Departments should fully 
co-operate with Department of Education in the 
States* * 




LAYOUTS i^ND EQUIPMfilSiTS IN VOCATIONAL COMMERCE COURSES 

Dr. R.N.Dikshit 

' The authorities must provide adequate physical 
facilities f or the successful implementation of vocational 
programme* Any programme in haste without proper facilities 
may end in ^^sco causing unnecessary frustration* The 
physical facilities include building/rooms# chalkboards, 
furnitures/ teaching aids/ business machines and other 
accessories* Each vocational commerce cour sesrequire a set 
of books and equipments separate lay-out for the building 
and a well designed set of furniture. 

The Principal/^eadmaster's cabin/ school office 
star e/ N.C.c. room should be located preferably tn the 
groundfLoor and the class roesns on the first floor. In 
no aircumstancC/ they should be mixed up. In case of 
single-storey building# a wider entrance should divide 
the classrooms from the offices. The reason of not mixing 
up the two is to keep the classrooms away from public 
disturbances during admission etc. and also for efficient 
administration and control of the school authorities, 
laboratories should be adjacent to the classrooms so as to 
rmke easy movements of the teachers and students. There 
must be a separate common room for teachers# reading and 
recreation rooms for students. 


Number and size of the rooms depend upon thfe-Taumber ’ 
of students and types of courses offered. There should be 
provision for sufficient light an(i air* Windov/ should be 
glass fitted. Laboratories should have water basin and 
mirror. Provision of black curtains, should be there so '''| 
that the r oom may be converted into a darkroom for us^ v 
of audio visujal aids.. 
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Cemented and wooden clialk boards are very much 
popular in our country. Glass chalkboard of green and 
yellow colour is also gaining increasing popularit-y* 

The size of be chalkboard for Accountancy, cost Accounting 
and Taxation Assistants vocation should be large, preferably 
of 4* X 20*. The left and the right side may have the 
permanent rullings of Journal and Ledger respectively. 

This will save much time of the teacher in working out 
the problem. It should be located at 2 above the floor. 

Diagram A below indicate the size of the chalkboard 
and its division into Journal and Ledger rulling. 


Diagram A 

Chalkboard for Accounts Assistants vocation 


Rullings 


Rullings 

of Journal 


of ledger 

4* 

12* 

4* 


20 * 


Smaller chalkboards (size being 4* x 12') in^he, office 

practice room and stenography room may serve the purpose . 

The chalkboard inihe stenography room may have peri^anent 

dotted rullings in 3" apart. This will save much of tie 

teacher time in rulling the chalkboard for writing tVe 

~ 1 

stenographic outlines.- It should a Iso be located at 2 -j* 
above the floor. 

Diagram B belov/ indicates the size and rullings of 
chalkboard in a stenography laboratory. 

Diagram B - cVxalkboard in a stenography Lab. 


'f'- 


It , - "i I ' * ^ ^ ji ^ ^ I 

|■'T - -r *— 

J: * ' - ‘ ' • 
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The office practice laboratory should have a glass 

11 

chalTcboard of 4‘ x 12' size located at 2 above the 
ground floor. Writing of letters both' commercial and 
Government on a glass chalkboard may add to the beauty 
of the letters. 


Lay-out Of stenoaranhv. and.TimSMritl a room * To acco¬ 
mmodate twenty four number of students a room of 30' x 36' 
is required, ^ight should come from the sides of the 
carriage release levers. Ifistead of fixing the tube 
lights onthe walls, they should better be hanged on the 
roof wall. There must be atleast one steel cabinet to 
store the small and day to day usable article® like 
stop watch, ribbons, carbon papers, and other accessories* 


There must be One Manual typewriter on every table. 

All typewriters should face the same wall so as to make 
the teaching direct and effective. Every learner should 
face the chalkboard and the demonstration stand. Ten 
percent extra number of typewriter may be purchased. So 
that no student should sit idle for want of machine if 
his/her machine goes out of order. Typewriter of the same 
make may be purchased. One electronic typewriter may help 
the advanced learners which may be used on rotation basis. 
One demonstration stand is a must in a typewriting class 
which should be movable, reliable and the height adjustable. 
If fund permits, typewriter ofdifferent shapes, sizes 
and a word processor may be purchased. 


Typing table should be of either rectangular or L 
shaped. The rectangular typing table should be of 36"x40". 
Diagram C below indicates the shape and size of a L shaped 
typing table. 





Adjustable chairs for typists whose height can ce 
made lower and higher are available in the market. The 
stenography laboratory should have atleast one wash 
basin with mirror fittings to clean the dirty hands. 

Besides the above specified equipmentjp/the following 


may also be purchased for 
laboratory. 

1. Copy holders 

2. Waste paper baskets 

3. Ribbons 

4. Cgrbon papers 

5. Stencil papers 

6. Eraser 

7. Correction fluid 

8. Ex-eraser 

9. Tray 

10. Stappler 


the Stenography and typewriting 

11, Folding machine 

12, Paper cutting machine 

13, Film strips relating to 
SG & TY. 

14, Record player 

15, Disc of different speed 

16, Pilijrt strip projector and 
black curtain, 

17, Tape recorder 

18, Chart, graphic chart etc. 

19, Book stand* 
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Lay-out of office practice-Laboratory i The office 
practice laboratory may be managed in a relatively smaller 
room. This is practically office machine -cum- store room. 
Enough space is provided lengthwise to install the 
various office equipirents including duplicator and other 
business machine. It fund permits# the room should have 
air conditioning facilities where a computer may also be 
installed, it should have conference table with sufficient 
number of chairs to demonstrate the looking of the business 
machines. 

The office practice laboratory-cum-classroom is meant 
for teaching government and business letters of various 
styles and designs. Charts of various styles and designs 
are now-a-days available in the market. Such charts may 
be purchased. Pj.ovision should also be made to hang such a 
chart as required at the time of teaching. Tables of 
rectangular size ( 1-j x 2 ) may be purchased. 

Given below is a list of office equipments and other 
accessories required for office practice laboratory. 


1. Calculator 

2. Book-keeping machine 

3. Cash Register 

4. Photo copier 

5. Duplicating machine 

6. Piling cabinets of 
different types-standing 
flat/ pigion hole etc. 

7. Different types of 
filing equipnents. 

8. Card index and viqible , 
index file. 

9. Duplicating aids 

10, Folding and stapling 


machine. 
11, Wall eiock 
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14 

15 

16 
17 

/ 18 

19 

20 

21 

22 

23 

.24 

'.25 


, Time keeper's machine 

, Different types of filing 
covers. 

. Note sheets, 

. Picture/ map# chart#. mOde.ls. 

. Receipt and Despatch Registej 

. Postage stamp register 

, Different types of envelops 

, Model letter-Govt, and 
business. 

, P & T guide 

. Telephone directory 

. Local trade r>irectory 

,. Railway Time table. 

, ^Siper cuttihg machine 

^‘^Ddpi,i.(Vat'i p g j|c;c es s or i es 
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27, leaflets of vajrious 
business organisation. 

28, Forms used in post offices/ 
railways and banking institutions, 

29, Address writing machine* 

30, v/eighing machine 

31, Pasting machine 

32, invoice making machine. 

33, Sales recording machine 

34, Coin sorter 

35, Telephone 

36, Overheatl projector 

37, Tape Recorder 

38, Filmstrip projector 

39, Folding chairs 

40, Spiral binder. 




COURSE DESIGNING IN VOCATIONAL COURSES 


Dr. R.N, Dikshit 

The study of designing a vocational course requires 
an. elaboreJfe treatment. A large number of factors are 
considered before designing a suitable course-contents 
in a vocational course. It can never be a one-man job, 

A committee is constituted for the purpose. This committee 
is suitably represented by academicians and experienced 
persons on the field. Besides prescribing the course- 
Oontents, the committee may also advise the followings 
(a) duration of the course, (b) standard of admission, 

(c) standard of achievement and (d) requirefnents of 
equipments etc. Some of the Vocational courses already 
prepared by other bodies may also be supplied to this 
committee for revi■ and inclusioh in the presaribed 
course. Keeping in view the uniformity to be maintained 
in all vocational courses under one body certain general 
guidelines are always adhered to; example number of papers, 
(both theory and practicals) total number of marks# 
duration of course, bases of declaring the results and 
mode of examining the students/trainees etc. 

The first and the foremost step in designing the 
course contents of any trade is to spell out the objectives 
The general objectives of a vocational course usually are 
(i) to prepare skillful and hence employable fiersons in 
the concerned vocation and (ii) to develop the required 
personality traits for the vocation. The specific 
instructional objectives of the trade course centre around 
(a) understanding, (b) knowledge, (c) skill components, 

(d) application and (e) technique. In .order to draw out 
the skill coraponeits of a p.articu,lar vocation; “th^ 








constitutes job dosaription and job specification» The 
former relates to the specified job and the latter to 
the concerned person. 


Chart showing Job Analysis 


Job description 

A statement of the job 
contents such as: 

- Job title 

- Locati on 
-Summary of duties 

- QualifiGat±3n required 

- JCiGtailed statements 
of work to be done. 

- Working conditions 

- Tools, equipments! 
machines, materials used 

- Relation to other job 


Job specification 

A statement of the human 
qualities required to do the 
job such as* 

- Education 

- Skill 

- Training 

- Experience 

- Responsibility 

- Initiative 

- Judgement ability 

- Quality of leadership 

- Special aptitude 

- Emotional characteristics 


SftlGction ^nd or-aanisation r>f snbiect matter based .on 
lob analysis ; Here is a procedure that might be used in 
working out a trade course based upon job analysis* 

1. In case of a number of skill components, sel^t 
only those operations or elements listed most often. 

2. Select only those components that can be trained 
in a classroom situations. Some of the . learning elements 
are so intimately connected that they can be learned only 
on the job. 

3. Elements which require little training may be 
omitted. 

4. Serious emphasis should be given for minor elements 
bu^ of rare occurances. 

5. Give more emphasis for the following viz,, 

- elements to be taught, 

-■ degree of emphasis to be placed, - 
. - relative importance 
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- attitude or traits that must be taught in relation 
to that particular job . 

- related training needed. 

6. These actual elements must tlen be organized into 
training units. 

7. Methods for avoiding errors and doing the work 
in the manner should be emphasised. 

0* Compare the contents of a newly organised training 
project with those already in existence. 

9. Sequence and length of a training project must be 
determined. 

The number of papers to be prescribed will depend 
upon the curriculuta. patterns to be followed. Instead of 
an isolated or fused curricula, most of the +2 councils 
have prepared to follow either a core curriculum or a 
corelated/interrelated subject curriculum. The following 
Diagram A and Diagram B indicate a core curriculum patten 
and a corelated subject curriculum pattern respectively. 


Diagram A - Core curriculum 



Class XI 

Class XII 

Those subjects and experiences 
atudenta s.uch as General Foundation Course (GFC), English 
and M.I.L. are referred t’o as. core subjects. Corelated 


First subj Second sub 1 ectfei^Third su bjectj 

i ' _4,_ - _ 

First sub je Second sub j ect|i H |l‘hird subjectj 




or interrelated subjects curriculum pattern establishes 
horizontal correlation of subjects as well as vertical 
sequences. 

An analysis of the above discussion devolve into the 
following twelve basic factors: 

The general an'i specific target of the course 
contents must be spelt out. 

2. Dgtails of the course contents must be based on 
actual study of the job needs. In order to bring 
out the important training components or key 
points, the job-break down technique may be 
followed, 

3. The desired standard of achievements should be 
specified for every unit of the course. When some 

■ of the course contents require more acquaintanceshl 
other may require mastership and the speed to be 
acquired. 

( 

4. Place of teaching may also be mentioned in relatio 
to the units of the courses. Portions of the coursi 
contents to be taught in the classroom, laboratory, 
on-the-Job, off-the-job, formal or informal 
situation may also be advised, 

5. The physical facilities ind. uding books, periodica 
equipments both essential and desirable should 
also be prescribed, 

6. The course contents may be suitably apportioned 
on the basis of period of the course i.e. semestei 
Or annal. Theoretical and practical course content 
should be judiciously demarkated and these two 
should not overlap on any account. 

7. The sequence of the theoretical course contents 
should be logical. On the other hand, the practice 

• portion of the course contents should be sequen%4a 

8. Besides the *how' aspect as disCuSsed aibbve 

, the prescribed syllabus should also take ’Why' 
aspect into consideration. 



may also hint at "the manner 
in which the teaching materials’wiH be taught 
i.e. a straight lecture Procedure or Job-sheet 
procedure. 

10 . Persons to impart teaching may also be specified 

®.gvre«tiar tCechW? competent workirs/professional 
persons and guest speaker etc, 

11. The type of students to be enrolled on the basis 
* sex and ability may algo be mentioned. 

12. The detailed of the evaluation procedure like 
special test, oral or written, term paper required 

-etc.'may also i>e mentioned. 




VOCATIONAL TEACHER:COMPKTENCISSPERS.^^LlTY TRAITS 


Ramakar Raizada> 

Lecturer in Conferee/ 
R.c.E.,, Bhubaneswar- 

Education should be for employment and national 
development* For this purpose education is to be linked 1 
with pEODductivity# it is to be made purposeful^ meaningm 
and function. Therefore the concept of “Vocationalisatio|* 
of Education** was developed. The central tenet of 
vocational education is*to fit fob useful employment* 
and economic improvement of the individual. 

^ocationalisation of Education has been accepted as, 
one of the priorities in National Policy on Education/ 
1986. As it is a new idea of education# therefore# there 
is great need of organisational set up# infrastructure 
(workshop, classrooms, labs. ecp4>ments)# efficient 
teachers, adequate survey# curriculum# instructional 
material, on the job trainings# evaluation and proper 
monitoring. 

FUNDAMENTAL CCNSIDERATlCgyS OF VOCATIONAL EDUCATION 

Fundamental considerations provide basic rules or 
guidelines for implementation of the programme. Some basi 
considerations for vocational education are* 

A, FOR ORGANISATION 

These are concerned with definition# functions, 
needs, and procedures. They assist in arriving at 
decisions regarding establishment of vocational education 
programmes, constitute effective means of evaluation of 
the performance and help in locating shevt^omings etc., 
such considerations are* 



-il5 L : 


f ' .r;j> 




'Xu-I »iio h.t ronF,'a 'X'l'o?<,v -icr gnLiincxT bru'. inam 

.„a T'; '! ; ■’-' ius'* im p. r i ij T J. )► 

.-'i.«f;-wnxs-up/ 

pdnyfpj-:! jLijptJ?^ fcne [,=-,qDl \7- ii-i o'J iloJ iici.jiy r., ni 

Jnjjo ;-.'[ ^ubsti^ute of 

bnx-. 33^ ^JPPPnesutIiD.art' oJ= '-i-Vio -i—* 



Vocational E^ucatidn can not be defined by desia- 
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enterprises. Qualified personnels are needed in : 

planning/ conducting ond interpreting the survey with’ 
differafet techniques, views of experts and researched 

5. Vocational Education Programmes should be 

based on cnutinuais rnsearch;---- 

( 

Productive processes are changing continuously, ; 
therefore the technique or skill required for the 
process also change. Research should be Carried out 
'for discovering hotter ways of. carring out present 
educational practices and developing ideas for 
developing new practices. 

6. Occupational information and guidance should be 

Drnvlded tn the VncaMori.aI_Stndentfl:l-- 

Vocational guidance and Vocational education are 

' two saparate movements but rather closely related. 

They operate continuously and needed by every indfvidua' 
Vocational guidance supplies and individual that with-, 
an inventory of abilities, aptitudes and interests 
what occupation can he match. The service supplies ' 
information about requi reraents of var:' ous occupations 
and assists the individual to secure a position and 
' should continue to counsel with nim concerning prcbletts 
of adjustment and promotion. 

7. Local initiative is essential for success 

■gf .VQc?tinnfli opf , _ _ 

The state and central units may be called upon to 
■- provide some form of leadership and assistance in 
planning and executing the action gr ogramme but local 
initiative and support are essential for establish- 
ment and running of vocational education. Local 
industry, business, agriculture, andxlabour needs to 
be met and the experts in tte se local fields are 
in a position to know local needs and requirements 
and conseqiently may provide advice andc ounsel 
vocational educators on programmes, faciliti^es and 
personnel. So, local initiative "Should assume 
responsibility for determining the need for the course 
and for assisting in organising for it. Local Voca- 
tionnl.: Education M^nagirg Boards or Cor; nittees may be 
constituted for this purpose. 



8* Vocational Education teachers dihould be 

aacMjBai:it3P^ia.Y CQ,mpgfcfinti’_ 

The vocational teachers or personnels involved 
must posses occupatL onal experience in the field in 
which they are working. It is needed to enable the 
teacher to acquire competency in the occupation. 
Student/worker loose tespect or- confidence in the 
teacher who in-ept at the trade or occupation. 

9. Vocational E( 3 UCHtion Personnels or Teachers 
should be prof essi onaltv ouaUfledg 

Professionally qualified refers to the coonses 
and experiences concerned with the principles and 
practices of teaching. Professional Education is as 
essential for vocational teacher as for it is in case 
of general education. Teaching content of vocational 
education varies from area to area and from time to 

/ i 

time,*-VocH tional Teachers should use joh instruction 
sheet/ different evaluation techniques, course 
calenders, long time training schedules, class a:id 
,shop organisation plans, purchase of supplies, handlinc 
of tools, local trips, .lome visits, visits to local 
industries etc. in normal teaching. All these can be 
efficiently done when they are professionally equipped 
with specific type of training. 

10. Progi'ammes of Vocational Education should be 
operated officientlvi___ 

Qualified Vocational Teachers provide efficient 
instructions, Good vocational education instruction 
- require adequate space, equipments similar to that 
Used in business and industry, sufficient supplies 
of the Xind and quality, properly selected library 
material and visual aid equipments. The presense of 
these does not guarantee efficient instruction but 
contribute to it. 

B. INSTRUCTIONAL MBTriODOLOGfY i 

Ihie to interests and purposes of learner, demands 
Of industry and business enterprises, standards of 
achievement and performance and consljantly occurring 
technological changes the materials and methods of 



instruction in vocations^ education differ from 
those of general education. Some impcrt^nt considerat 
tions in this regards are: 

1. Vocational Instructions should be available for 

those who need_ a nri nan be beniirittRd bv itt - 

A Common misconception which has prevailed is 
that vocational education is for dull students who 
are not able to learn th© subject matter commonly 
associated with mental discipline. Students when 
motivated by a desire to prepare for a chosen occupa¬ 
tion/ perform much better than those who arc not so 
motivated not necessarily because of superior or 
inferior mental/ physical capacity but because of 
felt need which generate motive. 

2. Vocational instructions should be established and 
maintained on the baSHs of Vocational n^-Rds; 

( The content of “Vocational Education consist of 
th^ knowledge/ skill and 'attitude tet the trainee 
needs to perform the job efficiently fpr which he is 
being educated. ^r^P<3r job analysis given information 
■and direction based on specific needs of the occupation 
Therefore vocational teacher should do job analysis 
before teaching. 

3. Conditions under which vocational education is given 

should be similar tothe desirable conditions in the 
ocGUpationt ____ 

Different ttems/ supplies, equipments used in 
instruction, workshop arrangements, laboratory arrange¬ 
ments, classroom, teaching, evaluation e tc. come undo^ 
conditions and they should be similar to occupation to ' 
achieve the speed and accuracy required by industry, 
agriculture and business. Sufa cient time, should be 
given for laboratory work or field work. Teacher 
should act as supervisor or foreman and should ensure 
pride in work, habit for care and upkeep of tools and 
aquipmonts, observance of safety rules etc. in,:learners. 



26 


4. Vocational E/^^ucation prograinmes should include both 
shnrt-torm intensive cnurflea and Iona term courses; 

Vocational Education should be available for all 

• 

persons who need and can be benifited with it. Employed 
persons may be unable to attend full time school course^ 
for them short/ intensive courses at cotvenient time 
should also be organised. For the pre-emploi;.ed and 
re-training purposes long term courses are necessary* 

5, Vocational Education instructional programmes should 

fae, tigxibie in natUEajL._____ 

There are frequent changes in practices applied 
in occupations so, minimum of restrictions should be 
placed on school authorities and vocational teachers 
in making decisions like duration of courses/ materials 
methods/ instructions/ means of evaluation etc. 
Restrictions should be only for assuring high standard 
and valpe of thev ocational education programme. 

6, Real jobs provide best laboratory for vocational 

learning; ____ 

Vocational Teachers should insist on 'learningby 
doing' as real Jobs provide a challenge to th® learner 
that cannot be providecl in develcping knowledge, skill/ 
attitude through the use of practices or exercises. 

Real jobs can b© provided in typing, account-making, 
etc. and they will provide better learning than typing 
exercises of '20th Century Typewriting'. 

7. The Standards in vocational education should be 

as high or higher than the accepted standards in ’ 

tlie.sgaqgrasd. gscup.QtlQn?_ ,- 

< 

Evaluation decides' the standard and it should 
be in terms of the expectations of industry, agricul¬ 
ture/ business or the occupation. The products should 
be saleable. Standards in vocational education shcjuQ 
be as high or hic^ner than the accepted as desirable in 
world of work. Different occupations have various 
ways of -evaluating the product or service, same 
device and technique should be used-in vocational 
education• 
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8. Vocational instructions should include information 
an^.,.^-te?-yities" designed to protect and conserve 

' ij.f.ai—---- 

■ Vpoational students should be' taught .to work 
safely and special emphasis should be placed on 
Safety precautions# - while students ai'e learning to 
opeta't.p machines. Some students individually or a 
comnittee of students, in a rotating manner should 
assume this responsibility, but the v ocational teacherj 
should all the time be cautious, ^isual aids likfe 
posters, films, slices, models'etc, may bo used to 
supplement safety instructions of vocational teacher. 
The ultimate aim of safety education is to d eve lop 

safely concept that will serve to conserve human life, 

Mudaliar Commission report states, *^The most 
important factor in our educational structure is the 
teacher. He occupies a distinct position inthe society 
and the reputation of the school and its influence on 
the life of the community' invariably depend on the kind 
of teachers working in it”. Any educational programme, 
chalked out by the most efficient educational experts 
may achieve success only when, it is implemented in 
desired manner and right sprit by the teacher. Becoming 
a successful teachr presents a greb'^r chanllengG today 
than at previous time in history due to advancement of 
science and technology and wide increase in learning 
sources. 


The most important factor enter ing into the 
success of the vocational education programme is the 
vocational teachers. They have to prepare students is 
such a manner that they are able to get employment or 
settle in the business without getting any further 
training^ Vocational teachers will have to create 
conditions in which the unlimited potential of human 
brain and body can be exploited and encouragement is 
provided for universal use of the scientific metods 
with involvement of verbal, mental and motor behaviours, 
Vocational Education is primarily concerned with-psy¬ 
chomotor development of muscular skills, co-ofdinati on, 
and d^-ivclopment of manipulative skillg. TherefarQ,,iF'^' 
vocational teachers wi-ll' . 

fuliy ^e^^ipped with. 
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professional qualities* They should be teacher by 
professfcn as well as professionals of the area/occu¬ 
pation rather than simply master degree holders. 
Vocational teachers will also be deeply concerned with 
tte developments taking place in the world of work. 

Their role will be for - i) establishing well equipped 
resource centre, ii) providing training of recent/new 
techniques and emphasising self lemming and iii) en¬ 
couraging creativity in the students. 

Efficient discharge of the duties a n<l respon¬ 
sibilities of vocational teachers need specific compete¬ 
ncies and abilities in comparision'to general academic 
teaclners of traditional nature. It needs much to improve 
the education system at degree and post graduate level 
to make it in applied form to suit the job requirements 
of the Vocational teachers. Pracatical on-the-job- 
traitjings in the occupation area are necessary at those 
levels, under the supox-vision of college/university and 
industrial/agricultural/commercial/business organisation 
before awarding degree to the students. This type of 
attachement with real occupation will provide them live 
experience of the area. They are also supposed to be in 
close touch with the technicians, artisans, producers, 
or experts of the concerned area. A general spell-out of 
the competencies needed in a vocational teacher follow 
her eunder, 

IDENTIFICATION OF GENERAL COMPETENCIES OF VOCATIONAL 

__ teachers__ 


Si. 

Ecu 


Task 


Required Competency 


1. becoming voca¬ 
tional teacher. 


- suitable educatbnal qualification 

- technical knowledge, skill and 
aptitude for the, job. 

- knowledge of tte .things one 
must know and do in tte trade. 

- listing specific directions 
for performance of each item. 

- listing topics concerning tte 
information'netded to carry out 
directions. 




Teaching of the 
theory of job. 


Demonstration 


Instructing 


Taking precaution 
axy measures. 


- listing science/ maths., or 
related subjects topics 
providing the infermation 
needed to master the job, 

- professional degree/deploma/certi- 

ficate. 

- experience of the occupation, 

- aptitude to become a teacher 
~ curious 

-'Up-to-date knowledge of the trade 

- good expression, 

“ careful lesson planning habit 

- knowledge of the productive skill 

- desire to learn new/changes/ 
modifications in the skill. 

- habitual of using equipments and 
supplies.similar to the job situa¬ 
tions. 

- habit of practicing 

- slow operation of the process 

- alertness 

- proper planning habit 

- interest in students 

- technical profici^cy 

- habit of using library and 
instructional material. 

- enthusiasm 

- knowledge of safety precautions 
for supplies/ tools and equipments 

- habit of Consulting experts 

- confident 

- cautious 

- habit of expressing cautiousness 
through oral inistructions/ chart&/ 
piectureS/ models etc. 

- leadership 

- ability to secure co-operation. 

- ability to inspirg. 

- technical competence 

- ability of workshop organisation 

- enthusiasm 


Supervising 
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7* Maintaining 
Discipline 


8. Admission of 
students, 


- thorough knowledge and improved 
skills 

- punctuality 

- impartiality 
-good character 

- sound mental and physical health 

- understanding of needs of students 

- democratic and thoughtful approach • 

- a sense of justic and fair play* 

- knowledge of admission procedures 

- issue of notice 

- listing of applications 

- arrangement in order of merit 

- notifying seiection list 

- issue of form/ dev. of fee/ 
•ntry in register. 

- proper record-keepiag 
•* energetic. 


9* 


Maintenance of 
stock of supplies# 
equipments tools 
and products. 


- knowledge of quality equipment^/ 
tools and supplies with their nature 

- Capable of locating suppliers of 


different items. 


- knowledge of purchase procedure: 


- calling quotations 

- preparing comparative statement 

- placing order 

- receiving goods. 

- capable of maintaining consumable 
and non-consumable stock registers, 

- rationality and foresightness 

- neat and accurate work 


- promptness 


10. S 3 lling products - knowledge of sale procedure 

- able t o propogate the products 

- able to organise exhibitions/faits, * 
fate 

- courtsey and co-operative sprit 

- responsible 

-- honesty and reliability 

- proper record keeping habits, 
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11. Guidance counse¬ 
lling and placements 

a. for choice of course -able to judge the competencj§ 

potential of students* 

- knowledge of different types of 
aptitude tests available for 
different vocations* 

- habit of maintaining cummulative 
record of students. 

- helping attitude 

b. for placement - knowledge of available jobs 

- knowledge of loan/subsidies/assi- 
stanoe. facilities of government 
for establishment of business. 

«V ~ 

* e 

- knowledge' of competencies needed 
for different jobs. 

- habit of maintaining complete 
record of pass-outs y u- 

- maintains good contacts with 
employers/ businessmen and govt, 
officers. 

- approaching behaviour • 

- knowledge of problems of workers/ 
employer s. 

- enthusiastic 

- resourceful. 

12, Studing local occupational needs: 

- capacity to organise vocational 
survey. 

- habit of making local trips to the 
concerned productive organisations 

- inviting employees/employers for 
discussions and guidance of self 
and students 

- dynamic in thought and action 
“ enthusiastic 

- able to draw conclusions 



34 - 


13. Contacting experts 
in the field. 


- knowledge and contacts with 
technicians/ experts etc. working 
in the field. 

- acceptance of responsibility 

- interest and enthusiasm 
~ cheerful 

' f ' ‘ 

- good memory ' 

- keenness 

- resourcefulness 


14. Establishing 
rapperts with 
the producers. 


“ energetic 

- informed of accomplishments 

- social and cheerful 

- organisation capacity for talks/ 
visits etc, 

- complete record cf students 

- habit of inving and going to the 
employ^ars for discussions and 
guidance, 

• dynamism 

- initiative 

- mannerism 


15, Professional 
growth. 


- mastey on subject and skill 

- training 

- professional attitude 

- keeping aware of changes 

- attending workshops/seminars/ 
conferences * 

- contribution in journals ana 
Periodicals. 

- library habits. 

- practice oriented. 


Apart from these general competencies the specific 
competencies as per occupati onal area are also needed £6r 
vocational teachers. Such specific competencies vary aS 
per the vocational course e.g. for stencp raphy vocational 
teachers there will be need of (i) good language back¬ 
ground/ (ii) clearity in speech/ (iii) good drafting t 
(Iv) good display habit (v) critical attitude towards 
spelling/ punctuation etc. and (vi) good speedwith 
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accuracy in- typing, for office prac'-tice course the 
vocational teacher should, possess skill ir' drafting, 
skill in handling labour saving devices etc. andfoor 
accountancy and auditing course there will be need of a 
good numerical ability with the competencies, 

the occupational expertise, teaching methods,- 
evaluation techniques, and other related duties like 
maintaining records, stores otc. required f or vocational 
teacher differ from general subject teachers. Such 
specific competencies' can bo developed only be designing 
and organising special typo of integrated academic-cum- 
professional education training programmes or courseH 
on the same line as four RCEs are running B.A., B,Ed, 
and B.Sq,/ B.E/?, courses. Sucb ccurses will definitely 
provide the' education in applied form and enrich the 
occupational competencies (through linking the students 
with industries, firns etc,) and professional-competencies 
required for becoming a successful vocational teacher. 

After seeking job as vocational teacher# they should also 
be required to undergo the refresher courses during 
summer vocations in which they will learn t'-.e recent 
processes, procehres and practices by the experts in the 
area through on-the-job-training, as per need and resources, 
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Appendix - i 

ETHICS FOR VOCATIONAL TEACHEE^ 

(a) RPilation^with--DllDlls. D«r<ant.q and community * 

- Student-welfare is the principal obligation/ 

- respect individuality of student to train 
according to his rec^ireftient/ 

- just and impartial dealing with students/ 

- sympathetic and coirteous towards his students/ 

- hold inviolate confidential infometion regardit 
his St, 

- refrain from imposing religious or political 
convictions/ 

- maintain co-operative relations* 

- participate ac< tively in the community life* 

- refrain from becoming aligned from fractions in 
community/ 

- refrain from belittling in any way the communi 
in which he has accepted a positi on/ 

- develop in the students respect for manual 
word and worker* 
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Cb) Halation with assoclatees t 

- assist In determining and carrying out the 

policies of the institution* ^ 

- support associates in conversation particularly 
in matters of students and school discipline# 

- accept full responsibility of what says and does,| 

- help associates with constructive a<lvis€ .and 
helpful ideas* 

- give due credit for assistance reeei-ved and 
achievements accomplished, 

- assist associates to secure merited promotion, 

- refrain from interfering in any way (unless 
official position warrants)in the school room 
affairs of an associate, 

- hold inviolate confidential information 
regarding his associates, 

- avoid gossip about or adverse criticism of 
fellow teachers, 

- transac^t all business through proper channel, 

- organise properly and-leave for the successor 
such information* 

(c) Relation to the profession s 

~ manifest genuine pride in the teaching profession, 

-support and assist in raising the standards of 
entrance to the profession, 

- broaden their educational equipment for teaching, 

- affilate ac tively with professional organisations 

- worh for material conditions necessary for a 
high degree of professional service. 

- report to the proper authorities corrupt and 
dishonest practices known, 

<d) R e lati nl^tfith commercial organi sations t 

- refrain from receiving commission or any thing 
else of value from firms, publishing houses otc*, 
commercially interested inthe school, 

- refrain from writing general testimonial^ fgr 4 
canvass for salesman/fXihi,, 
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(e) Relatioa to the nation s 

- strive to develon the vocationa*' education 
institution as a huiuan rtoource .development 
centre providing knowledge skill and informa¬ 
tion needed for the area^ 

- try to fully utilise the resources available 

in the commuiiity/locality to improve vocational 
teaching-learning process, 

- take particular interest in promoting 
vocational education. 


Appendix - II 


A code of professional ethics f or vocatir^nal.teachn^r 


Preamble 


General 






We the Vocational Teachers of India 

K 


1. Recognise the fundamental right cf eve-y child to be 
provided with the f ullest possible and eual educa- 
, tional opportunities' based on social justice without 
discrimination of grounds of religion, caste# creed, 
region, sex, social origin, political opinion or 
economic condition; 


2, Reaffirm our resolve to strengthen, through education, 
national consciousness a nd identity, sense of patrio¬ 
tism, a pride in our rich cultural heritage and a 
dcte3?mination to defend the unity and integrity of 

I^dxa * 

3, Reiterate ourf irm belief in the fundamental 
principles of democracy, socialism, secularism and 
national integration enshrined in our constitution 
and rededicating ourselves to strengthen them 
through education. 

4, Pledge to foster through education international 
understanding and world peace; 
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5. Commit to self direction and self discipline, resolve i 
to adopt code of professional ethics and enforce it 
on ourselves voluntarily to practice our profession 
according to highest ethical standards. 

Specific 

1. Believe that Vocational Eijuca tion should be directed 
to alround development of human personality and 
creative and productive abilities in our students for 
the intellectual, social, political, economic, 
-scientific, moral and spiritual advancement of the 
country; 

2. Require/the Govt, should make sufficient financial 
allocation/that for providing the necessary infra¬ 
structure# equipments, supplies, adequate and 
qualified staff and all facilities and amenities 
conductive to improving vocational education, in an 
atmosphere of freedom and creativity; 

3. Determine to organise teaching a s a profession 
reiquiring specialised skills, expert knowledge and 

a sense of individual and collective responsibility 
for the welfare of the vocational students in our 
charge; 

4. Co-operete with the head of the institution, the 
management and the educational' administration in 
running the vocational courses according to the 
stipulated norms; 

5. Not shirk responsibility and accountability to the 
vocational students, tie institution, the community 
and nation as a whole. 


•kii-kicit 



METHODS 03? TEAGHlNQtQfiNERAl* 


Kantakar Raizoda^ 
Lecturer In Commerce* 
RCEjBhubaneswar *, 

Commerce education at plus two level has two 
faces - academic a nd vocationX it has to play a signi¬ 
ficant role as a diversified vocational stream. It's aim 
is preparing personnels for vide spectrum of job opportu¬ 
nities in industries/ business/ trade, transport, bahking. 
insurance and Government offices. Vocationallsation of 
education at plus two stage has given a now dimension to 
turn the pass outs for gainful employment. 

Teacher is a kingpin for education system. He 
should have mastry in subject matter and training in 
padago^y. Any scheme of education will get success 
only when it is implemented by teacher in right sprit. 

Successful teaching requires sound methods. In 
vocational education teacher* should know learning of 
productive skills take place, ^e is having knowledge of 
content and skill and he has to pass out his knowledge 
Of content as well as skill to learners through teaching 
Methods. There is difference between the methods used for 
academic or non-skill building subjects and skill 
building subjects, in skill building subjects we are 
concerned with correct techniques or correct way of 
performing the skill with accuracy and speeds 

Principles of good teaching 

a) Principle of planning in advance ! There is need 
of complete plan for whole course supported by 
weekly and monthly plane for beginners there 
should be more emphasis for correct technique 


aad drills and for others there is need 6£' Speed 
drills. ' 

b) Principle of varie ty of techniaues/^ethods- ? 

, ' .r . ' :v. 

, , 3Jhe teacher should avoid monotony by using' 

' ‘ ' . ■ *' ' . 

' ‘ ‘"different mcthos as per needs and teacher 

directed drills should be encouraged. If he 

' i 

uses only one method for a long tii^e the. student 

< 1*1 

i 1 

get bored. 

c) Principle ,pf,jQatiyatinq hefoER-i^^flChjiiig* 

Before teaching he should seek mental and 
psychological preparation of learners 

j • •tAeasur^iy^'fesults are essential for easy 
-•‘motivation. 

* J 

Principle , of correct technique ; The teacher 

should rdeyelop correct habit or correct motion 
* « 

for a perticular skill or operation e.g. correct 

> 1 . '' ' 

typing posture is to be developed in students. 

, '■.V - ' , 

?-finciple of Demons trated teaching * Demonstration 

* , * «* * - . ( 

has great role in learning specially for begi¬ 
nners. It is believed that one observation is 
equal to 100 times of description for learning 
a Skill. ' ' . ' 


f; 


It The studoAt! 
have different nature, attitude, abiliUes etc, 
and the teacher Should adjust methods/materials 
as per needs of students. 

. . Principle of C!o.opQrati on Sprlt t Dgvelop 

respect for you in students with co-operative 
attitude. You Should be quick to praise students 
success and eager to help in over c6ming 
culties of them. Teach ratbe^'.'th^ -Or.itciii4#-’ 
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There may be various methods of teaching, the 
teachei should judiciously combine various methods 
In order to make his work living and interesting. In 
vocational courses work oriented education is to be 
provided. Teacher's aim is imparting educational concepts, 
knowledge and develop certain skills. Some important 
methods which are generally used in teaching may be 
as under. 


LECTURE METHOD 

1 

History of lecture method is a-long and honorable 
one. It seems fashionable in some circles. It has many 

, L 

backlogs, but has been used with success in past and being 
used with success in present and will no doibt be used 
with success in future. 


"Lecture is a teachiig procedure in which there is 

' i 

one way of communication". 


Teacher makes oralpresentation of informstioh, 
students listen silently and take notes. So, it is one 
way flow of ideas. There are doubts in usefulness of 

I . 

lectures in primary and secondary classes and there 
should be flexibility in lectures. 


When, to use 


(a) For introducing a lesson 

(b) For motivating students 

✓ 

(c) For pointing up.important concepts. 
Cd) For explaining difficult points 
(e) For-summing up a'Ids son " 

Cf;),'.;For speedy>cover of .'syllabus !' ' 
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Before giving lecture explain how to be benlfited 
with your lecture and develop art of taking notes. In 
secondary schools the duration of lectures should be 
short (Maximum 20 minutes) . The short talks of ten minutes 
duration are more acceptable. The lecture should be well 
planned-what is t o bo said ? and how it is to be said ? 

The tone of language should be effective and language 
should be receiver’s language but it does not mean that 
poor language should be used, ^se illustrations and figures 
to make the lecture more clear but excess use of figures 
and illustration will harm. 

Principles related to lecturer 


(a) Pure lectures or long formal lectures arc 
criticised and unsuited. 

(b) Learning is an aciaive process, within your 

T 

lecture read reacations of learner® and consider 
them in your lecture. If there is no reaction, 
it moans loarners do not have any interest and 
they have become inattentive. 

(c) identify the type of procedure best suited to 
your subject, identify student's needs, 
recognise them and reflect ±n yr>ui' lecture. 


(d) Students are invested in the l.ectnfe-''apoct- 
flcally related to content■already known and 
liked by them, attention varies as per your 
experience and communication abtlity. 


(e) Avoid too much lecturing. 

(f) Lec^ture is more suitable for subjects like 
english literature. History etc. but notfer 


vocational subject^."' 
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(g) Good language, meaningful examples, good 
vocabulary, fluency etc. helps in students 
leafnih’g;*- 

(h) Be realistic in judging that how much blasfe 
will get out of your lecture. 

Types of Lecture 

(a) Formal Lecture c Pull period legture without 
interruption is boring and it is out of place 

in typing or skill building classes. It is 

1 

useless for below average students. ' 

(b) Illustrated Lectures ! Some photographs, teaching 
aids etc, are shown in class a nd there will be 
lecture on them. There will be natural interest 
in students provided that the infcrmation is 
first hand. 

(c) Lecture with Demonstratipn t Teacher gives a 
demonstration (a showing sons chemistry 
reacation), important concepts and observations 
are explained through lecture. 

(d) Reading from source Mat-eri^al i The teacher 
brings some material and reads it in classroom, 
^t is Useful only for short period. 

(e) MndLfied lecture w^th student^ Dart^ ci nationa 
At the time of starting of lepture upto 

15 minutes there will be high interest but 
it decreases. Then put some questions and 
involve student iri your lecture and modify 
' your lecture .as per. needs,of listeners. 
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(p) Infcr-mal lecture i is just like talking# 

there will be acti"^® participation of students 
and thgy pose questions. 

(G) Ii->£ormal brief explainatipn : For the ensure 
motivation in the class and explain as per 
class expectation with points on Black Board. 
Also answer individual questions be explaining 
the points. _ .1 

Lec-ture’'making succosaful : 

(i) Prepare well and have mastry inthe subject. 

(ii) Organise material thoroughly as per needs, 

(iii) Size up the class and motivate to get full 
• attention. 

Civ) Encourage students to take notes, 

(v) Indicate relationship of one topic to other 
in your lecture• 

(vi) Consider individual differences in your lecture* 

(vii) Use that vocabulary which -is undo: stood by 
students« 

(viii) Speak clearly, fluently and ensure that 
everyone listens. 

Cix) Use teaching aids to clarify conc^ts. 

(x) Use meaningful illustrations. 

(xi) Emphasise important points in your lecture, 

Cxii) Be Sure that your lecture helps to achieve 
the objectives. 

Cxiii) Avoid monotony in lecture and encourage 
students comments and questions. 

Cautions 

(i) ^o not uS® lecture methodCin your teaching) '1 
too frequently, . , f. 

! ^iij) o not assume that students have understood, ,;?.i 
but assure by'questions.'' J 
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(lii) Do not introduce irrelevant ideas or material 

' in your lecture- 
1 

Civ) ^o not extend yo\ir lecture beyond, students 
attention span ( 10 to 20 minutes ) • 

(v) Do n-6t 'US'S 'lecture method just to cover 
syllabus rapidly. 

(viO not spend more time on un-important aspects. 

(vii) Do not give lecture so speediy^ so that 
students may not pick up. 

(viil) Do-not use monotonus tone. 

' (ix) Do not appear listless and bored in your 
lecture - 

So# lecture method is to be in ed carefully in 
Secondairy School teaching. 


demonstration method 


It is concerned with displaying or showing something to 
the class*. Teaclrer gives demonstration and students see it. 

•'Demonstration is visual presentation of things# 
processes factscr ideas to be learned*^. 

Demonstration is a helpful instructional tool in the hands 
of knowledgeable teachers because? 

a) It provides sensory impact 

b) It is basically interesting 

c) It gives freedom from boring repeation of 
lectures. 


Types 


of D^monstration 

a) Pure Demonstration ? This involres full demt«- 
stration and minute observation of learners. 
Spoken, words or comments dU];ring demonstration 


may cause missing of some important point. 

“ "^TeaCherTDertionstrator should tell in k^vance 





b) Demonstration with comments : Teacher demon¬ 
strates and insists, students to observe ana 
do the same# teacher gives comments-students 

' ’ practice and make procedures correct, 

c) Half Demonstration-Half Lecture * Teacher demon- 

1 

„stratea and explains* In accountancy teacher 
balances the accounts on Blackboard and explains 
the Students, 

d) ^ecturfa with Demonstration * In shorthand class 

r ‘ 

teacher gives dictation continue sly at the tine 
of dictating or afterwards he notices the errors 
in the methods of students and demonstrates 
correct methdd and then continues. 

Principles related to demonstration 

f ' 

Demonstration has superiority over verbal expression 

but s 

i) Explain orally for understanding the demonstraticn 
ii} If there is need of minute observation avoid 
explaination in the middle of demonstration, 

iii) Students should have clear vision of your 
demonstration. 

iv) Practice the activity before demonstrating 
in the classroom. 

v) If purpose of demonstration is explained in 
advance students learn better, 

vi) Explain technical terms (in advance) which 
you are going to use in your -demonstration. 

* 
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Demonstration Making Successful 

a) Examine- the object of lesson before demonstration 
and judge whether your demonstration suits the 

obj act. 

b) Practice before demonstration as much as you 
feel necessary to make demonstration effective. 

c) Ensure that ail needed material will be available 

before demonstration* 

' 1 

d) Be sure that all students can observe your 

demcns-fra-tion. For this purpose semi-circle is 

' i 

suggested. 

e) Speak distinguishly and clearly so that students 
can listen and understand. 

I 

t 

f) -Use vocabular]^ which is understood by all students. 

g3 not assume that students have understood but 
ask questions to ensure it. And allow to asjc. 

h) Pace students at the time of demonstration# as 
much as possible, 

' t 

i) Employ good safty practices the time of 

demonstration. •< 

I 

j) Explain bef ore demonstration that what'you are 
going to demonstrate. 


cautions 


a) Oo not prolong the demonstration maximum 
suggested time is 25 minutes. 

b) Do not, dempestrate so €ast so that students 


da-fj3,Qtr,^?grasp. 


c) only One concept in one demonstration. 


i 


d) Do not give le*. ■‘''7 explaination ' in yonr 
demonstration. 

e) i^o not use unfamiliar terms or explain t^e 
terms before demonstration. 

f) Never demonstration before trial run. 


QUESTION ANSWER METHOD 

In this method the teacher controls promotion of 
thought in stadent's minds through his questions and trie 
to achieve the desired goal. The questions should be 
related to subje ct matter and students should also be 
free to ask t'heir doiibtsj 


When to use 

(i) To stimulate analytical thoughts in students 

(ii) To diagnose student's difficulties in a 
subj ect/topic• 

(iii) To motivate for self thinking. 

(iv) To clarify and expand concepts* 

<v) To relate cause and effect relation. 

(vi) To encourage self evaluation in students. 


j-hsjples for Questi on Answer Method 

(i) Question Answer approach is only means but no 
end fear assisting instructions. 

(li) Apply this method only when students have 
some basic background of the topic. 

<3uestl,«s tc, be askel 

(v) Ensure participation of all students. 
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Making Successful' 

i) ^se relate<3 questions which become progressively 
more difficult to qequire depth in a concsept. 

ii) Ask questions for 'development of definite 
cort: ept and ensure that students are able to 
answer from their own range of experiences, 

iii) Ask those questions which do not create any 
confusion in students, 

iv) Use simple language in your questions# without 
disturbing the real senoe, 

v) Accept Only those answers of students which are 
reasonable complete and meaningful. 

vi) If students do not answer with completeness and 
accuracy then ensur© that class is not left for 
false concs^ts. 

vii) Use some portion of student's answers in your 
further questions to encourage them, 

viii) Establish such classroom climate in which 
staents feel free to ask questions. 

lx) Allow time to the students for thaughtful 
answers. 


Cautions: 

i) not react emotionally if students fail to 
answer. 

ii) Do not ask# there any question?. Have.you ■ 
understood ? But ask specific conteht to ensure. 

iii) not g o out of planned subject matter in your 
questions. 

iv) bo not ask ambiguous questions 

v) Involve whole class in quest! on-answer approach* 

vi) Do not bluff the students, if you are not sure 
of an answer but tell clearly* ' I do not know'; 
and then find out and tell. 

vii) Encenrage response of students, 
xili) Use simple language in your questions.’ 

, 4 

ix) not repeat questions. 



Learning by doing becones more effective. Under project 
method students are Pt.t under actual situations and they 
are giving definite working situation/problem to solve, 

"Project is whole-hearted purposeful activity 

\ proceeding in a social environment". 

0 

"Projject is a bit of real life that has been 
imparted into school'*'. 

I . 

"Project is considced to be a whole hearted 
purposeful activity carried t > completion 

* f 

in its natural setting"* 

The purpose of project is t o train a pupil for society. 

^ r 

Characteristics 

a) is an attempt to have truest lessbn in 
practical/actual life situations. 

b) Pj,oject is an opportunity to the student for 
self expression. 

c) Project is an activity to be performed by student 
by involvemofit of mental or physical power or 
both. 

d) Complete freedom of choice should be given 
to student. 

e) In project school becomes a workshop and 
student learns better with his own activity. 

Types of Project 

(a) Producer type* In this student is required to 
produce or to build something tangible or render 
a service, e.g, development of garden^model of 
textile factory, gramophone/ toNy etc, ^ 
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(b) conaumesr type! Learner gets experience by- 
using some service in the actual life e.g. 
sending telegram, deposit or withdrawal of - 
money from bank, 

(c) Pro'olGm type ? A problem is posed to student and 
solution is to be found out by the student.But 
there is need of proper selection of problem 
for a student. 

(d) Drill type * An activity once performed is 
repeated again and again for mastery over it, 
e.g. singing, swiming, dancing etc. 

The project is to be selected as per level of 
the child. 

Essentials of a good project 

i) The project should.stress present and future, 

ii) The ^project shculd provide the knowledge of 
•subject. 

iii) The project should be challenging, 

iv) The project should be as per tifaely needs- 

v) -There shcjuld be scope of flexibility in project* 

Pro lent Making Success 

i) Teacher should have good planning for projects. 

1 

There should not be trial and errors, 

ii) Teacher shculd exercise guidance in selection 
of project by student it shculd , .have 
educative value to the student, 

iii) Teacher should ensure that the student should 
assumed project whole heartjsdly. 
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iv) Teacher shcjuld supervise during execution of 
project and should make on the spot correction 
modificati ons« 

v) There shuld be evaluation of prcject by 
student as v/ell as teacher* 

t '' 

Caution 

i) Us© project method as per availability of time, 
with regards to covering of syllabus in time. 

‘ ■ I _ 

ii) ^o not le?ve gap between stuient's knowledge 

iii) Project should not be beyond physical/mental/ 
financial limits of students. 

iv) There should not be artificiality in project. 

v) Guide the students on the basis of your 
experience for project.' 

PROBLEM SOLVING METHOD 

Students like problesms end feel interest in 
solving them. This develops logic in students, /iny probla 
is posed to class and its mental solution is emphasisel, 
Eg. How can we make India self sufficient in food? 
Students develop Various alternative solutions for tha . - 
problem. 

"Problem solving approach is meaningful/ deve¬ 
lopmental, sequential and based on generalisation • 

This method involves thought process, for muletaa 
of thoughts and their generalisation, which is useful 
in future. Problem solving has’ ‘important contribution 
to teaching. 

* 1 ' 
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Bssentlals 

(t) Pj^oblem may be as per needs and interest 
of students, 

(ii) Problem should be definite/ clear, valuable 
and timely, 

(iii) ^’roblem should impart functional and rich 
learning* 

Civ) Students should free problem as their own and 
should start thinking and they should be 

motivated, 

(v) When solution is found, once, state it clearly 
and use it for solving other problems. 

Major Approaches a 

In this approach proceed from perticular to 
general and a universal truth is proved. Eg. total 
Of three angles of a tringle will be euqal to 180°. 
Different cases are g iven and it is proved and 
conclusion is drawn. 

So, students develop logical understanding, 
rather then scraming. There will be observation 
and actual participation but it will be more time 
consuming and at advance state it becomes difficult. 

‘(B) Deductive, Authoritative Or Non Developmental 
Approach. _;_ ^ 

A universal formula is announced for solving 
some Problem, This approach proceeds from general 
to patticular. Eg, -^or calcuQhtion of A^ea of a 
rectangle use Area = L X B, different problems are 
given and students learn the calculation of area. 
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Merj-ts (1) 

(ii) 

(iii) 

(iv) 

Dtamerlts (i) 

(ii) 

(iii) 

Suggestions ' 

(i) The problem should be realistic and should 
present some experience, 

(ii) The objectives of problem-should be development 
of logical thinking in pupil as per his needs, 

(iii) In problem students should use his existing 
knowledge arid should focus attention for 
unknown, 

(iv) frtblem should adjust to a group as well as 
a student, 

(v) Problem should develop initiative and feeling 
of responsibility in himself. 

Cautions 

(i) ^o not use problem method frequently, 

(ii) PuPil can start over—estimating 
Some other Methocjs 

(a) t-EXT book METHOD ; Some times teact-book may be used as 
a base for teaching, 

"Text book is a systematic arrangement of 

I 

subject matter designed to assist the 
instructor in teaching a particular content 
at a specific grade or level". 


Saving of time 

Increase in memory of students 
Gives more practice to students 
Ensures speed and accuracy in learning. 

Beginners do not undcarstand and memorise 
blindly. 

It beCvjnes difficult to solve the problem 
in formula is forgotten by the learner. 
No development of thinking in learners. 
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Textbook is not a self directed learning material^ 
it gives direction and control's students thinking or 
behaviour. It also allows individual differences. Do not 
forgo planning for textbook. Always try to select a good 
textbook and use it in best manner. The quantity of use 
of textbook depends on nature of subject in typing class 
there will be more use of textbook but in physical 
education the use of textbook will be rare or less. 

(b) Discussion Method ; A topic j!s given in advance to the 
students to prepare and discuss on a particular day. 
The topic should be as per level of competence of 
students to train them further. Every students acative 
role in discussion is to be ensured. The teacher is 
also needed to play ace-tive role# heshould organize 
discussion and should ensure that it should not go 
beyond limits. 

(c> Guest Speakers : The teacher can invite some 

experienced persons from business houseg, banks, 
insurance corporation etc. to give a talk on a parti¬ 
cular topic. Students will be benefited with practical 
experience of the experts. They will get actual job , 
information, some demonstration, illustration may be 
used by experts to simulate and motivate. The experts 
can be invited in Commerce Club/forum/association/ 
*^ouncil. The topic should be announced to students 
also, so that they can raise their problems* 

-?ield Tr;ips 8 After proper thinking of usefulness of , 
a particular place, field trips, can be organised. 

But before deciding place ensur^j * 
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(i) Student can see living examples. 

(li) There shoiId be increased understanding in 

field trip rather than reading a nd discussion, 
(iii) There should be' co-ordira tion of theory and 
practice through.field trip. 

(iv) Students should leam more with the direct 
contact of those persons wh© are at actual 
work situations* 

(e) Appranticeship Method ? It is an old method for 
providing skill trainings* Training programme is 
Organised as per future needs with actual participation 
in Work under direct supervision of Supervisor/Expert, 

(f) Practice Set M<athod : It is useful method for imparting 
instructions in Hook keeping and Accounting, 

"A Practice Sgt consists of original business 
papers relating to a particular Job"* 

Practice set is to be is ed after completion of every 
unit. Most frequently used transaction are identified. 
Vouchers of those transac tions are prepared with 
Sufficient number of copies. On the basis of those 
vouchers students record transacttions. They may be 
instructed not to write anything on vouchers and 
vouchers can be re-used* Brief Instaractions should he 
given in begining of practice set and at the end there 
should be answer. 

(g) Assignment Method; V7hole course is divided in 
number of portions and one portioxi/topic is alloted 
to student as assignment for a week/month* Students 
complete assignments and learn something. Keep syste¬ 
matic record of progress* 





Roleplavina Method » This method successfully applies 
to co-relate theory with actual practices. Different 
students are allotted their roles f or a situation. 

The trainee is exposed to the artificial situation 
through roleplaying method. On the basis of his 
reactions training is provided. It is more applicable 
for B.Ed, Training. 

(i) Bulletin Boardsg Use for showing collected materials 
in the form of pictures, raapd, charts diagrams etc. 
Some teaching aids may be so small that they can not 
be shewn to whole class in a less time/ such teaching 
aids can be put on the bulletin boards. But do not 
fill bulletin board with \innecessary material/ display 
material of permanent importance on the board and 
maintain them wiith up-to-date information. 

(j) Tape Recorder ; Some important radio talks, or lectures 

of experts or speeches of learned persons can be 
recorded and pres,e-nted to class. It is a costly , > 

methods, so can be used only by big organisation/ 
institutions. Any one method may not suit the topic/ 
subject. The teachor has to combine different methods 
as per circumstai ces , 

Essential requirements for well -delivettd l e sson 

(i) There is need of well planning before delivering a 
lesson. Lesson notes with recent knowledge shculd be" 
developed to generate confidance. 

The lesson should be delivered as per pre-decided 
objectives, 

till) Appropriate teaching aids should be used for every 
which: should be visible to whole class. 
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(iv) Before delivering lesson ensure that all students 
are well seated/ there is proper ventilation/ clean 
Blackboard/ and there should be no physical fac tor 
to disturb the class, 

(v) An interesting introduction should be given before 
starting lesson/ for 40 minutes period there should 
be interesting introduction of 5 to 7 minutes* 

(vi) Write the topic on Blackboaid and develop blackboard 
summary. 

(vii) Involve all student's in your lesson and try to seek 
their ac«*tive co-operation. Adopt rightt.. method. 

(viii) Hand writing on blackboard should be systematic 
and legible. 

(ix) At the end of the period/ revise all points in 
3-4 minutes• 

(x) The questions put to the class should bo definite/ 
clear/ stimulating/ and well distributed on whole 
class. 

Cxi) Allow time to students to get their doubts cleared, 

Cxii) Try to co-relate your subject with actual life 
situations, 

<xiii) Do not teach in hurry/ provide time as per need 
of the lesson. 

(itlv) pay individual attention for each student as fast 
as possible/ specially back benchers. 

(xv) Be natural in dass/ do not stand liXe statue and 
do not move too much, do not put hands in pocket 
or lean on table/chair and do not play with chalk* 
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(xvi) Ensure your neat an4 tidy work habits specially 
for Blackboard work; correction/ checking of 
Assignment etc, 

(xvii) Always object students defective reading/writing/ 
sitting or standing posturgs, 

(xviii) You should have adequate command on your language, 

The language should be clear and economical, 

(xix) Give assignment after every lesson. For skill lessonS/ 
Skill should be under your supervision. 

(xx) Maintain proper discipline in your class. Weld the 
differences of different sections/gr:ups/sexes in 
your class and develop healthy competition aid 
co-operation in your class through your intellectual# 

I 

moral, emotional, creative and responsible thinking. 

(xxi) ^0 not be too rigid for plan, Alio^^ deviation from 
plan as per class situations. 


( 0 ) 




Case study approach for teaching 
Crossing of_.a ._Gli eaug. r. a.Proleoj; 


Dr.R.N.Pikshit 


bjpctivas* Students shall be able t@ : 

1. explain the implication of crossing 
of a cheque; 

2. explain the advantages of crossing of a chec[ue 

3. cross a cheque in real life situation; 

4. advise the persons who else can cross 
a cheque; 

5. transfer a* crossed cheque in favour of a 
third person; 

6. restrict the further transfer cf a crossed 
cheque; 

7. distinguish a generally crossed cheque from 
a specially crossed cheque; 

8. develop the skill of crossing a cheque both 
"general" and "special" and, 

9. explain the parties to be responsible in 
case a transferred and crossed cheque is 
dishonoured. 

Previous knowledge and Skill; The pupils have seen a cheque* 

They have used both a bearer cheque and an order 
. cheque. They can a Iso write a cheque. 

Introductions A cheque may or may not be crossed, A cheque 
may be crossed by drawing two transverse lines on its face, 

®ne of the following words may or may not be mentioned 
between the Parallel lines. 

& Co. 

Account Payee 
Not Negotiable 
And Company 
Payee' s Account 

Given below is a specimen of crossed cheque collected 
by Mj.. Ajay. 


STATE BANK OP INDIA 
BHUBANESWAR 


„ SB 4536 
Dated the *• 


®y Ajay Prasad Kar or bearer 
* Sum of Rs* Five hundred only, 

Signature.. 
Accop-nt No- 670/4 
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case I 


Case II 


Case III 


Case IV 


e V 


Case VI 

) 


CaeeL VII 


(implication of crussing) 

Mr.Ajay had never seen a crossed cheque. He ig 
now perturbed on receiving such a cheque. HoW 
will you advise him that there is nothing to be 
worried about? 

(Advantages of crossing) 

Mr.Ajay does not see any reason as to why a 
cheque should at all be crossed. How will you 
convince Mj-,Ajay ? 

(Persons entitled to cross) | 

Mr. A jay has now been convinced that a cheqpae 1 
should be crossed. But he does not know as to 
who is the right person to cross the cheque. 

Can only Kailash cross the cheque ? 

Who else can cross the cheque? 

(Encashing of a crossed cheque) 

Mr. Ajay wants to encash the above cheque. He 
does not have ny account in the State Bank of Indisi 
Bhubaneswar. 

Explain the procedure to encash the above, 

(Transfer of a crossed cheque) 

Mr .Ajay is in debt to Mr.Ramesh for a sum of 
Rs.500/-. The .former wants to pay back the same 
by transferring the above cheque. 

Can he do so? 

Hqw can he do? 

(Number of transfer) 

Mr.Ajay transfers the abovecrossed cheque in 
favour of Mr.Ramesh. Can the latter transfer the 
same again in favour of Jadav? 

How many similar transfers are allowed? 

• (Restriction on transfer) 

Mr.Ajay transfers the above crossed cheque in 
favour of Mr.Ramesh, The former does not like 
that the latter should make £urther transfer. 

How can Mj^.Ajay restrict further trarrfer 
of the cheque? 
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Case VIII (Dishonouring of a crossed cheque) 

Mr.Ajay transfers the cheque in favour of 
Mr.Ramesh and the latter again transfers in 
favour of Mr.Prahallad. The bank refuses to 
credit the account of Mr.Srahallad onthe 
ground that Mr^.Kailash (i.ei the drawer) has 
only a sum of Rs.lOO/- in his account. 

Who is the ^person or persons responsible for 
this dishonour ? 

Will the fixing cf responsibility differ in cases 

a. the word " & Co" is written between the lines? 

b. the words "Accoi nt Payee" is written the lines? 

c. thewords "Not Negotiable" is written between 
the lines? 

Case IX (Special crossing) 

Mr.Ajay receives the above crossed cheque drawn’ 
upon the State Bank of India# Bhubaneswar. He 
has however# an account with the United Commercial 
Bank/ Bhubaneswar. 

Advise Mr.Ajay as to how the amount of the 
cheque can be realised. 


Discussion 

If you go through the abcv e cases carefully# 
you will notice the fellowing* 

1. Teaching any topic through cases necessitates 
an intrddufction at the beginning. That has been 
the superstructure upon which the cases are 
built upon. 

2. The cases are arranged in the order of simple 
to complex. This is how it confirms to one 

of the principles of learning. 

3. The sequgnce of cases are corollary i.e. one 
case follows the preceeding one and so on. The 
solving Of one case helsp in understanding and 
solving the subsequent cases. 

4. Eg^ch case deals with only one problem or 
with similar problems at a time. 

5. Unlike the languages used in the text-book# 
no technical words are used in the cases. 

6. Each case deals with one particular aspect 
of the topic. 



Mr. KgShab can write a chaque but .he does not 

Icnow any thing of a crossed cheque. YqU are asked to 

advise him who has the following queries* 

1. What is a crossed cheque ? 

2. Why is a cheque crossed 1 

3. Who Call cross a cheque? 

4. Can a crossed cheque immedictely be encashed? 

5. Can a crossed cheque beendorcised in favour of a creditofi 

6. How many times a crossed cheque can be transferred? 

7. Who can further transfer be restricted on a crossed 
cheque? 

8. What is special crossing? 

9. What are the circumstances under which' a cheque 
can be crossed specially? 

10. HqW Special crossing is done? 

U, Hqw do you distinguish a. general crossing from a 
special crossing? 

12, Transfer the following cheque in favour of Raghava 
Rao; and also cross the cheque. 



united COIVIMERCI^X BaNK OF INDIA 
BHUBiiNESWAR 


NO, UCO 5436 
Dtd, 5.4,1983 

Pay Ramani & Co. or bearer a sum of Rs. Five 
Hundred only. 


Rs.500/- 


Signature: K.C. Patra 
a/c Nq. 576 


Pay. 

a sum of Rs 


STATE BANK OP INDIA 
BHUBANESWAR 


No. ~ 4536 
^ated the . 

.Or bearer 

.only. 


Signature 
Account No 










traGHIMG Ti'INAL ACCOUNTS THROUGH THE WORKSHEET 


Dr. R.N. Dikshit 

The Gestalt School of Psychology Is always in favour 
ofwhose learning• Teaching worksheet fulfils the require¬ 
ment of the above school. Worksheet is one of the accounting 
devices to teach the final accounts in a summarised form. 

A well planned fa per sheet is required to work out the 
entire final accounts. The worksheet may be introduced 
at the following three stages viz., 

a) At the time of teaching Book-keeping through 
Equation Approach. 

b) During the period of teaching final accounts, and 

c) After the teaching of final accounts. 

a. Introduction of worksheet at the introductory stage : 

The Book-keeping Equation Approach and analysis of 
changes can very well be taught through the worksheet. 

The teaching of Book-keeping and the introduction of the 
worksheet involves the following few steps viz., 

i) Definiation of elements of Book-keeping such as 
assets, liabilities and proprietorship. 

ii) Meaning of a transaction. 

ill) Changes to be recorded before imparting the idea 
of a double-concept of Book-keeping. 

iv) Development of skill of Equation through the 

changes of Book-keeping elements on the worksheet. 

I 

Types of accounts, and more and more of problems may 
be introduced in course of time, ^n example of introductii>g 
the worksheet at the introductory stage can be found in 
appenrdix-A. 

b. Introducing the worksheet during the period of 
teaching uhe final accounts: 1 

The worksheet may also be introcJiac®d at the time of 
teaching the final accounts and after the teaching of Trial 
®^lance. The following order of teaching may be followed 
for the purpose, 

i) Introduce the simple worksheet at the beginning 
without adjustment, 

ii) Teach the adjustment entries before the worksheet 
' with adjustment is introduced. 

Introduce the T^n-coluran v70rk;sheet which take 
of a 11,adjustments like the inventories, 

. accrued a^d d^erre.d items. 



c. Introducing the worksheet after the teaching 

Of final accounts ;2 —‘ _ . _ 

The ten-column worksheet may be presented after the 
students are exposed to the preparation of final adjustmetjfe 
entries. It involvea thg following procedure and steps 
viz ., 

i) Write down the entire Trial Balance. 

ii) prepare the adjusted Trial Balance after taking 
due care of the adjustment entries. 

iii) ^rovide separate columns for Trading Account, 

P & L account and Balance sheet, 

iv) Transfer the amounts of the adjusted Trial Balance 
to their respective columns, 

v) Now add the figures of each column. 

. vi) An extra sheet may be fastened, if the problem 
is too big. 

Teaching s uqcfestions : 

The following teaching suggestions should be borne 
in mind while introducing the worksheet in the class , 

1. Plan your teaching materials in advance. Write 
down the Trial Balance and make the necessary ruling 
on the Blackboard before the class commences, 

2. Supply each student a copy of the worksheet 
along with the ruling done on it. The worksheet should 
contain the T^^ial Balance ready for solution on the 
blackboard. 

3. All the Columns of the worksheet may not be 
presented at one time. Six-column worksheet may be 
presented to the beginner where the emphasis is on the 
classification of accounts. -Presentation of the Tenth- 
column Worksheet should follow the teaching of the 
Eight-column worksheet. 

4. Round numbers sheuId be used in th© Trial 
Balance and adjustments as our objective is to ontifx^uc© 
the worksheet and not the arithmatic work. This will 
ensure gonfidence in the children to work on worksheet. 

5. Encourage the students to work out the problem 
on the supplied v/orksheet alongwith the teacher. 
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6, Allow thestudents to use a pencil instead of a pen. 
Because the worksheet is exacatly what its name implies, 

a working sheet or a working Tj-ial Balance, It is very 
often a preliminary calculation prior to the actual 
preparation of the final accounts in a presentable f orm. 

7. Ensure that each item appearing in the adjusted 
Tj.ial Balance appears once and only once in one of the 
six columns to the right of the adjusted Trial Balance. 

a, Ensure that each item of the Trial Balance 
or the adjusted Trial Balance is transferred to respective 
column. 

9. Provide enough space in the Trial Balance to 
accommodate opening of new assets and liabilities accounts, 

I , 

REFERENCES 

1. Gupta# R.L,: Financial Accounting - Intermediate# S.Chand 
& Sons.# Delhi-6# pp. 16-18. 

2. Shukla and Grewal# t Adysmced Accounts # S.chand & Co, 
(Pvt.)l^td., New Dglhi-liOO^S# S^evcnth enlarged edition# 
pp. 77-79. . 

3. Musselman & ^^anna: Teaching Book-keeping a nd Accounting # 
Me Graw-Hill Boo^c Company# New York# 1960# pp, 167-72. 

APPENDIX - A 

General Store# Bhubaneswar 


Liabilities+ Capital Assets 


--- 

Creditors 

Capital 

Retained 

earnings 

Cash 

Store ' 

rypewriter 

•^Started a 
i^uainess with 
cash Rs.25,000/- 

^5Purchased goods 
'»wth Rs.10,000/-, 

Sold the above 
goods for 
*1.15# 000/- 

wages worth 
*1.2,500/- 

‘^^ught.a type +3# 000 ‘ 
Writer for 
^1#000 from X 
credit. 

>^25,000 

i I 

1 

1 

1 

+5#000 

-2# 500 

f25,000 

-10# 000 

1-15# 000 

-2#500 

1 

+10# 000 

I'-IO# 000 

+3# 000 

1 ' ^ 3# 000 25 # 00 r 2# 500 27,500 ; 3#trt)0 

1 ‘ “ 36,500 ' " ' ' ' . , ' 30y.500 
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APPENDIX - B 

WORKSriSHT WITH ADJUSTMENTS 



N OTE SHEET 


Dr. R.N. Dikshit 

Ohiectives : On completion of the Chapter# the students 
should be able to! 

a) Explain the meaning of 'noting' on a notesheet, 

b) Describe the needs of noting# 

c) Recognize a note-sheet# 

d) Distinguish a note-sheet from an ordinary sheet# 

e) Recall the points to be kept in mind while ■ 
writing a note# 

f) Critically analyse the uses of a note-sheet. 

Meaning ! Generally a file has two parts. The right-hand 
side of the file contains letters received and replies sent 
The left portion contains the written view points of the 
dealing assistant# supervisor and officer. Noting# as such# 
is the view points of the dealing assistant seeking the 
approval of his higher authority* Such a note is written 
on a thick lightly coloured paper and then submitted by the 
dealing assistant through the supervisor to the officer. 

The supervisor may be any one like the Head Assistant or 
the SgCtion Officer of"the Office Superintendent* 

Needs : A note is prepared fqr the following purposes: 

Avoidance of confusion : It facilitates to take 
a concrete decision. This avoids any confusion between 
the dealing assistant the officer# because the suggestion 
Of the dealing assistant is either approved or dfsaj^roved 
by the officer. 

Quick decision : The dealing assistant usually 
submits the notes by quoting the relevant rules and 
regulation# and precedent if there is any* This helps the 
officer to tak® a -decision quickly,^. 
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(c) Sharing of responsibiUtv i The dealing assistaat’ 
usually Submits the notg to the officer through his 
Immediate boss. The immediate boss may be 'eiths the Head 
Assistant/ or the Head Clerk or the Office Superintendent, 
The latter does aot make any change in the prepared note, 
He may however# supply further information and may 
subscribe his own view points separately. Lastly the note 
goes to the officer for approval* This is how the dealing 
assistant and the intermediate supervisor becomes a part 
in the process of making a decision. Each one shares the 
responsibility at different stages. This also gives a 
sense of pride and develops the spirit of co-operativeneBs 
in the proper' functioning of the organisation. 

(d) Training opportunities t This serve* as a train¬ 
ing ground for the n^w incumbents in talcing decision 
and sharing the responsibility. This may also help them 
in undertaking larger responsibility in future and they 
may think of promotion or better job avenues. The old 
notings also help the newly entrants to prepare similar 
note for the day to day present jobs, 

(e) Initiation of a note : Each file takes care of a 
particular subject, A note is a part of the file. This is 
how initiating a note helps build a file. 

(f) Continuance of the woi-k ; The past notes left 
by the predecessors help the present incumbent to follow 
the line of aci.tion or procedure* 

(g) Serves as a record * In case of dispute/ th'e past 
note siay be produced as an evidence. It may also help 

I in future reference. 
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Salient feature of a note-^^heet ; (a) The •-orrespondence 
file has two parts. One Part Is meart for noting and 
the other part for drafting the letters. A thick light 
coloured paper is used f or noting. 

(b) The note is usually brief and may contain several 
paras. The first para deals v/ith the needs of submitting 
the note and reference of the past note and reference 
of the past note or gist of any letter received during 
the period is also mentioned. 


(c) The name of the institution is usually printed 
at the top of the note-sheet. This is followed by mentioning 
the number of file/ the year and the name of the department 
or section in short. This helps know from where and when 
the file is submitted. Subject of the noting is mentioned 
subsequently. The su-bject matter is placed forth para wise 
and each para xs consecutively numbered, 

'd) The note is prepared in reporting style in 
simple language, 

(e) Tne subsequent para may quote the necessary 
rules, provisions or customs in Use, 

(f) The person preparing the note at the end may 
suggest or recommend or seek the approval of the authority. 

makes his initial at the end with date and writes his 

designation. 

(g) Certain cokimon expressions used by the dealing 
assistants may be carefully observed. They are* 


•....may please be perused 
^at the beginning of the note) 


.submitted for kind approval. 

Cat the of th© note) 


m m 



...may please he approved. 
,i&"f .the note) 
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(h) However/ no notes’^eet is prepare'' for standing 
instructions. Each pa^ of th.e note ■’s consecutively 
nutrberod. 

(i) The file is routed from lower authority to 
higher authority and returns back in the same order. 

Limitation s Pespite so much usefulness of a note 
sheets it is not without criticism, A note shfeet is 
initiated by the dealing assistant and passes through the 
proper channel. This process may take an unusually long 
time and the parties involved in the case may be adversely 

1 

affected during the period. The assistant or the supervisori 
may influence the officer through the noting. This is not 
a healthy sign in the proper functioning of.the bureaucraq, 

During the British regime/ the foreigners had no 
faith ir the natives. Therefore theY were -nsisting 
everything to be put in black and wh:* te, The nse of 'note* 
is thus a British legacy. The modern managers in private 
undertakings, hov/ever/ have already dispensed with this 
system. 

The noting system however/ continued even after the 
achfe vement of independence. Transfer of both the assistants 
and the officers is frequent in many organisations. There 
is also change of party-based government. Noting as a 
part of the file is being used, as such, as a record, 
a reference and an evidence in Govt, offices. 

A_s_s_i_g_n_m_e.ji_t 

1. What is 'noting'? What are the purposes of noting ? 

2. What are the points to be kept in mind while writing . 

a note ? . . .,'4 



3. Are you in favour of the system writing 
a note ? Explain With justifications. 

4. Explain the advantages and ■ isadvantages of 
writing a note. 

5. Answer the following in not more than two short 
sentences each: 

a) Who is to initiate a note ? 

b) Mention any two purposes of noting, 
cl Describe a note sheet. 

d) How do you distinguish a note sheet from an 
ordinary sheet ? 

e) Mention any two common expressions in a 
notesheet. 





SUBMISSION OF A NOTE 


Dr- R.N. Dikshit 

taaiectives i On completion of this Chapter^ students 
should be able to* 

a3 Initiate noting^ 

b) Prepare a note^ 

c) Submit a written note sheet, 

d) Preserve the note for further reference, 

« 

Introduction t ^he dealing assistant should have a 
clear understanding as to why he is going to write a note. 
Haehould have necessary matetial for the purpose. The note 
may be either handwritten or typed. It should be brief 
and in a summarised form. 

Materials recruirtqd t 

a) Notesheet/s for writing# 

b) Old noting for guidance/reference 

c) Relevent/related file. 

d) Pile board 

e) Vfj-iting materials, 

f) Pen/typewriter. 

Procedurtp^i The following steps may be followed* 

1, Take out a note sheet. 

2, Write the number of the file# year and name of 
the department or section in brief. 

3, Mention the subject in brief. 

4, Write the reference of the letter# quotation# or 
requisition received along w ith their number 

and date/s, 

5, Prepare the note in a reporting style in simple 
language para-wise. 

6, The first para should contain the purpose of 
witing the note. 

' • “ paras should quotie the necessary 

rules# provisions or customs in Use^ 
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, Lastly suggest/recomroeni^seak the approval 
Of the authority^ '. 

9. P^t your initial, date and -che designation at 
the end closed to the left-hand margin, 

10, Just below the line and to the right of your 
initial and date# write the designation of your 
immediate boss (i.e, the supervisor) for his 
remarks• 

11, On receiving the note# the immediate higher 
authority may dispose the file by approving/ 
disapproving the note/seeking further advice 
of his higher authority. The immediate higher 
authority strikes his owh designation marked 
and initial at the end affer his remarks. If 
the officer agrees with the note# he may simply 
initial and may return the same, 

12, The file returns in the order it is submitted. 

The dealing assistant takes action on the 
officer's f-emarks/decis ion/approval. E^ch page 
of the note is consecutively numbeced and thus 
it- forms a part of the subject file. All the notes 
of a particular sutiject may be preserved in one 
file and copies of the letters written to the 
concerned parties may be kept in another file. 

In some of the offices the/practice is to keep 
all the notes to the left of the file and the 
draft of the letters, to the right of the file, 

V < 

Precautions i (a) The dealing assistant# supervisor 
and the officer must put their initials with dates only. 
So that the responsibility may be fixed in case of 
unnecessary delaying the movement of the file. 


(b) No portion of the nde sheet is to be left blank 
If any portion is left blank# the same is to be crossed 
and signed. This prevents from doing any mischief. - - 

(c) There must not be any' pasting ori^he note sheet. 
This may indicate some itiischiefs on the part of the 
dealing assistant, 

^d) ^t should .never be written by pencil. 


Example a Read the following case carefully and 
observe ad" to how a not© he t been (a) prepared by the 
dealing assis-tent* (b) submitted to the Hpad Assistant#-, 
(c) approved by the officer* . s ‘ 


f 





Mr. Sarat works as a dealing assistar- in the 
Directorate cf Correspondence GOurse-cum-Contact Programme 
in in the Utkal.University^ Bhubaneswar, Orissa, 

Ten students have failed to submit the assignments. 

Should the director invite all the students including the 
above ten students to the forthcoming contact programme? 
Sarat seeks the approval for the above. 

directorate op CORRESPONDENCE-CUM-CONTACT courses, 

TTTKAL UNIVERSITY, VANI VIHAR, BHUBANESWAR, 

■ ' ORISSA 

t 

p, l/l/BEd/90 Dated the 5th January, 1990, 

Sub:- Non-submission of assignments. 

Ten students bearing the following roll number have 
failed to submit their assignments during the last,calendar 
year, 1989. 

2389, 3456, 4897, 4898, 5672, 5674, 5679, 

6180, 6700, 6883. 

Last year the students who failed to submit the 
assignments were not invited to the contact‘programme. 

The next B.Ed, Contact Programme will start from 1st 
February,90 to 15 February, 90,'Now decision may please 
be taken as to whether this nonsubmission of assignments 
will debar them from attending the ensuing B.Ed, Contact 
Programme, 


Sd/- 

Dealinq |aj=^Pt I 


Sd/- Sd/- 

Head Asst. ProgfPir.ecl^.or 


The students in question will attend the programme with 
their assignments. If not, their cases will not be 


entertained. Inform them accordingly. 

^ III f 


]yi.K.MiBhra 



Assign, ment 


1. Explain the procedure of siibmitting a written noteshe6t» 

2. Describe the practice of submitting a note by a 
dealing assistant and approving the same by the officer, 

3. What are the contents in the format of a note 7 

4. How is a written note-sheet preserved? 

5. Given below are the cases for preparing notes and 
getting the approval of the authorities. Write the 
notes and officer's remarks. 

(a) The rectnt price rise in petrol will cause payment 
of Rs,30/000 as against the sanctioned amount of 

?,25, 000/- under the head 'fuel*. The dealing assistant 
submits a note through the Head Assistant for Rs.5^000/- 
more fund inthe revised budget of the year. The Head 
Assistant, however, suggests for cutting short in the 
purchase of stationery to the extent of Rs,5, 000/- and 
diverts the same towards fuel consumption. The officer 
agrees to the Head Assistant's proposal, 

(b) '^he dead assistant is not satisfied with the 
typist as the letfer is leaking out the secrecy of the 
office, ■'■he former submits a note for immediate 
transfer of the typist. The Officer, however, directs 
to issue a confidential memo, 

(c) The DPI has permitted the Headmaster to start 
plus two courses. As the headmaster and Secretary of 
your village school, prepare a suitable note to be 
placed before the Management Committee. Suggest for 
(i) introduction•of plus two course in Arts and 
Commerce, (b.) fees to be charg=^d for the above course, 

(iii) arranging the classes inthe morning shift, 

(iv) requirement of teachers sub.jectwise, their 
qualification and pay scale etc. 


Hints- 'I'he members of the management committee will 
make their initials in one horizontal line^. 

6. Answer tho following question's in not more than 
two short sentences eachs 


a) Write the precautions‘to'be taken by the dealing 

t 

assistant while submitting a note. * ^ , 
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b) Enumerate the materials required to prepare 
a note • 

c) What does theSection Officer do after a note 
is submitted to him by the Dealing Assists nt? 

d) What does the officer do after a note is submitted 
to him by the Section Officer? 





TEACHING APPROftCHBS IN BOCaC KEEPING 


Dr.R.N.Kikshit 

The dictionary meaning of "approach" is "means of 
access". How does a new learner enter into the area of 

? The Accounting teacher helps the learners 
to enter into the field of' book-keeping through one of the 
various approaches* The traditional teachers in Book¬ 
keeping usually follov:- the journal approach. This 
approach takes care of the opening journal entries 
by posting into Ledger* preparing a Trial Balance and 
final accounts, A-t the end closing entrie s are done. 
Teaching Book-keeping through traditional approach has been 
challenged by the modem book-keeping teachers. The modern 
book-keeping teachers have devised approaches with wider 
acceptance in the multipurpose and vocational schools 
in ;the U *3 .A, 

' The expert teachers in Book-keeping advocate as 
many as twenty approaches. Few important approaches to 
teach Book-keeping ares 

, 1. Journal approach 

1 

2. Ledger approach 

\ 3. Equation approach/Balancesheet approach 

\ 4, The Repetitive cash transacation approach. 

5. The Repetitive non-cash transacation approach, 

6. Procedural approach 

7. The 'How' and 'Why' approach. 

8. Spiral Development approach. 

9. The iv;pithmetic approach. 

Journal approach follows the traditional 
Book-keeping cycle of teaching the journal entries on the 
basis of golden rules. This approach has found very much 
favour with our traditional teachers. Books are also' 
found in plenty which have followed this approach. 



The students do not understand the direction until ' 
the final accounts are prepared. Transactions are repetiti^ 
The students are asked to memorise the golden rules, Ths ■ 
teacher does not explain as to how these rules have been 
arrived at. Students express this approach of teaching 
to be disinteresting and full of boredom. 

2. Ledger approach of teaching Book-keeping 
follows the following steps 

(a) Meaning of an account. 

(b) Account heads in relation to assets, capital, 
income, expenditure and liabilities. 

(c) The two sides of an account hea^ “ 
debit and credit. 

(d) T form of an account 

(e) Ruling of a Ledgearpage 

(f) Introducing the personal accounts and posting 
the entries under different columns of the 
individual personal accounting heads. 

Note:- Students are acquainted with the word 
debtor aid creditor. So the introducing debit 
and credit side creates no confusion* 

(g) Introducing the nominal accounts and posting 
the entries under different columns of the 
individual nominal accounting heads. 

Note;- Students are explained that credits are 
given for all incomes and gains* Similarly 
debits are given f or all expenses and loses-* 

(h) Introducing the real accounts which always 
increase in left (debit) and"-decrease in right 
(credit). 

(iv Explain t he increase and decrease effect under 
every accounting hear , 

(j) Analyse a transac^'tion and explain the double 
aspects of every transacatiop* 

(k) Now teach jcurnal 

(l) Balancing 

(m) Trial Balance. 

(n) Pinal accounts. 
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Many of the small business houses do not prepare 
the journal entries. They directly post the entrje s into 
ledger columns. Instead of following T form accounting.' 

They follow the horizontal presentation of the ledger 

page. , 

It is practical and fulfils the arguments of 
procedural fulfilment. But books on this approach are not 
availavle as text books. 

3. Equation aporoach s This approach has been 
popular in the commerce classes in the U.S,^. According to 
the Gestalt school of psychologists the whole should be 
taught first and then the parts be taught. This equation 
approach fulfils the basic idea of Gestalt school. 
Accordingly the Balance sheet ,1s taught first. Sometimes 
it is also therefore known as Balance-sheet approach. 

Some of the authors have differ.entiated the Balance sheet 
approach from the E^-rUation approach. According to the 
advocates of equation approach of teaching Book-keeping 
the equation of Assets = Capital, + Liabilities assumes 
importance. On the otherhand/ in the Balance Sheet approach 
the explanation of the basic elements of Book-keeping i.e. 
assets, liabilities and capital assumes precedence over 
others and. the concept of the equation follows the 
explaining of the basic elements. Thus the difference 
is a matter of emphasis only. 

The following steps are followed in introducing 
Book-keeping through this approach’. 

(a) Explaining the basic elements of Book-keeping 

viz.. Assets, liabilities and capital. 

(b) Assets = Liabilities + Cgpital 
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(c) Analysis of a transacs’tion 

(d) Every transaction brings a change in the 
equation of A » L + C/ 

(e) Expenses and incoras are parts of capital, 

(f) Changes occur in the equation because of 

I 

transact!ons. 

(g) Emphasis on any two changes in the accounts of 
assets# liabilities# and capital (income and 
expenses) 

(h) Changes in accounts - demonstration and practices. 

(i^ Golden rulog through the increases and decreases 
in the basic elements of Book-keeping. 

(j) Journal entries. 

(k) Trial Balances 

(l) Pinal accounts 

The euation approach is more practical and dis¬ 
courages memorizing the goMen rules. Boo) s are available 
on this approach which may be conveniently prescribed as 
-ext i-ook. The traditional teachers in Book-keeping may 
oppose to this approach# because it is new and the teachers 
may hesitate to switch over* 

^ repetiti '.,^ ^_c nsh transaction approach 

t^er'' teaching procceda- the following orders 

(a) Mecessity of a Cash Bpok, 

(b) preparing simple cash book. 

(c) Relating the receipt items (i.e, debit) 
with the corresponding item (credit) 

(d) Sho’/ing the 'e* in the T form account. 

(e) The repetitive credit transactions are 
introduced as above i.e. 'b' to 'd', 

(f) Balancing 

(g) Trial Balance 

(h) Final accounts 



As books are not available purely in this approach# 


it serves the purpose of an academic excercise only* 

5. The ReD£tl.t iv.e „NQn“gastL±ransagtlnn appjroa gn 

The teaching in this approach may be done in the 

following order? 

a) Explaining the repetitive Non-cash transacations 
and grouping them as purchases# sales# purchase 
returns, sales returns etc. 

b) Preparing the books one after another. 

c) Relating the items (debit or credit) with 
the corresponding items (debit or credit), 

d) Showing the 'C inthe T form account. 

e) The repetitive cash transaC'tions are 
introduced as above i.e. *a' to 'd* . 

f) Balancing 

g) Preparing the Trial Balance 

h) Final accounts 

As books are not available purely on this 
approach# it may serve the purpose of an academic exercise 
only. 

6. Procedural approach is followed in the short-term 
courses for inservice employees where the main task is to 
train the employees in the procedure. The training of 
cashiers in the commercial banking institutions are 
trained as to how the cash Receipt journal and cash 
payment journal are prepared. After imparting intensive 
training on the procechre for which they are appointed# 
extensive teaching is given subsequently. At this stage 
they relate training in parts of a transaction. 


. .6/- 



* "^he 'How* and *Whv' approach of teaching Book*, 
keeping come into prominence because of the emphasis on 
short-term courses for the inservice employees. The 
procedural approach is always in favour of the 'How' 
of the recording of transactions* It does not explain th& 
double-effect of a transaction i.e. why a particular itao 
is debited and the corresponding item' is credited. 

But for a further understanding of the effects 
of a transaction/ the 'Why* of debiting an item and 
crediting of a corresponding item must be explained. The 
traditional teacheiS of Book-keeping have been giving more 
emphasis on this 'Why' aspect. The vocatmnal accounting 
teachers' emphasis is on the *How' aspect. 

In fact^ both the 'how' and 'why* aspects of 
Book-keeping should receive equal emphasis. 

■ 8. Spiral Develonment Approa^ih assumes that the 
training of Book-keeping is highly technical. Therefore/ 
teaching of Book-keeping topics should proceed from 
t^ching simple concept/ to complex concept and known.to 
unknown practices. 

Example ; Concept of gross profit working out in 
trading account may be given in the following order. 

a) Gross profit of a trader who simply buys and 
sells without any ope ling or closing stock* 

b) Gross profit of a trader with opening stock. 

c) Gross Profit of a trader with opening and 
closing stock. 

I 

d) Gross profit of a manufactureri 

e) Gross profit of a farm hous®. 

f) Gross profit of a pactners-hip firm and sq W4 ; 



This approach should be followe<i both by a 
traditional book-keeping teacher and modern book-keeping 
teacher to make the teaching effective. Moreover/ this 
approach is quite suitable for students of below average 
and average intelligencOt 

The Arithmetic Approach of teaching Book-keeping 
may be followed in the institutions where students do not 
have the prior knowledge of Book-keeping but are to be 
traine^li M.B.A, students are enrolled from different 
disciplines and many of them have no book-keeping 
knowledge. It is easy to teach Book-keeping through this 
approach to such students. 


G^oss profit is worked out through simple arithmetic 
Of (Selling price + closing stock) - ( Purchases + opening 
stock), 


At +2 vocational courses many of the topics like 
consignment/ income and expenditure account and other 
revenue accounts may be taught through this approach 
effectively. 

An efficient teacher in Book-keeping may follow 
one or more approaches succceafully. 




USE OF COMPUTERS IN BUSINESS EDUCATION 


Ramalcar Raizada/ 

Lecturer in Commerce/ 
R.C.E,/ BhvibaneswQr . 

Computers play an importa»t role in almost every 
aspect of human activity. A computer is, perhaps, the 
only device that has such diverse applications. Scientists 
make nse of it to solve their complex research problems, 
doctors find it useful in diagnosis and businessmen use 
it as ^formation machin©. Teachers can also use computers 
to enhance the learning speed of students. 

Computers are gaining popularity due to their 
following features: 

(a) Mass storage : A computer can store voluminous 
data and reproduce any part of it, as and when 
requiredr. The storage of data is ordinarily 
done on magnetic tape or magnetic disks. The 
density of recording on this medium is so high 
that millions of transacttions of an enterprise 
can be recorded on a disTc. 

(b) Speed: Computers-are known for the incredibly 
high speed of operations. The speed of proce- 

* I 

ssing data on micro computer is ordinarily 
expressed in micro seconds ( 1/10,00,000 
seconds) although there are computers that 
Can perform one operation in even less time. 

In other words computers can perform niillioas 
of operations in seconds. 

Cc) S-f-ored Pr-ogram: A computer is capably-6f 
storing a set of instructions and executing 
them one by one* It performs various operations 
I automatically. The facility to stdfe a set of 
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instructions fot computer is known" —— 

•Computer ProgJC-am* which enables the computer 
to switch over from one instruction to another 
without human intervention. This increases 
the Speed of operations* 

(d) Accuracy : Computers are extremely accurate in 
their operation* In facat, while designing 
the computer/ the utmost care is taken to 
ensure error free operation. 

The accuracy in operation lends reliabilitY 
to the information generated by the computer. 
Correctness of the data and instructions fed 
to Computer is necessary for reliability of 
the information generated through computers. 
Error in the operation of the machine is very 
rare and/ thus/ the computer is consideared 
to be quite accurate* 

(e) Versatile t A computer can perform in different 
work situation* Con\puters are multipurpose 
information machines* Same machine can be use^ 
for different types of activities. It is 
possible due to computer's capability to 
accept and v/ork according to computer programs. 
It Can switch over from one programme to 
another depending upon the instructions giv^ 
to it. 

The Computer and it's associated 

i 

devices (collectively called hardware) 
can be used for variety of purposes as per 
Computer programs (software). 




Types o-F Computers i 


On basis of speed and storage capacity 
computers can be classified in four broad categories: 

T 

Ca) Super Computers: Super computers are the 
biggest computers with very large storage 
Capacity/ operating at very high speed, 

j 

Since the cost of such computers is very high 
they are used in big organisations like 
government agencies and larger companies* 

(b) Main frame Computers : They are among the 
larger computers more extensively used for 

f 

business data processing, 

(c) Mini Computers : They are smaller than main¬ 
frame computers. These computers are very 
popular among medium sized business enter¬ 
prises wherein the data processing requirements 
are limited, Personal computers (PCs) fall in 
-deve-iopmeirt - -Gf—pr©g»am-s 

A computer works under the control of a 
- » 

program given to it by the user* Therefore* 
the effective us® of computer deperi'is upou 
the availability of good programs, 

A program is an ordered set of insfcrt«tip*«a 
for the computer- ^t contains the steps to be 
perf 3rmed by the c omputer to produce the 
desired output* 

The de^relopment of a program involves 
the following steps: 

(a) Df^fine the problem : ^t involves spelling out 

specifications' of the input data available 
o 

and Output required afher processing the data* 
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For Example/ for development of a program to 5 
Calculate percentages# Input will be the marka > 
obtained and maximum marks and output spec!- ' 
fications will bo the expressons in percehtags* 

Cb) DoSlqn algorithms is the development of 

procedure for obtaining a desired output from 
the given input. Or# it can be said step by 
step instruction* that are required to be 
executed to solve the problem. For example, 
to calculate and print the amount to be charged 
to customers* th© following steps may be 
required! 

1) get the value of the quantity and price of 
goods purchased 

2) multiply the quantity with the price, 

3) print the product of the two values, 

4) if there is another sale transaction, 
repeat from step—1; else stop. 

(c) Flow charting ! ^he d iagrammaticr representation 
of the algorithm is called flow charting and 
such diagrams are called flowcharts. They 
represent the steps or events necessary to 
solve a problem through a compute^ . A flow 
chart to calculate and print the amount to be 
charged on sales 




(d) Coding s Writing the program in computer 
language is called coding. There are differe^it 
cornputer languages/ such as BASIC/ FORTRAN/ 
COBOL etc. Each lang'^ge is oriented towards a 
Specific type of data processing work. For 
instance/ BASIC is very popular for beginners 
in programming. COBOL is a business data pro¬ 
cessing oriented language/ 

(e) Testing an.^ remo ving errors^ After coding the 
program is tested and the errors are removed 
from it. This step is very important because 
if errors inthe programe are not detected and 
removed in beginning# it may give wrong results 
which may prove to be costly for the user. 

Some computer programs related to commerce 
area are illustrated for reference. Teachers 
may develop programs as per their liking and 
interest. 

Name of Program ; Balancing ctf Ledger Accounts" 

Working Method ; 

Business transac tlons are recorded in the debit 
or credit of an account. After every debit and credit 
entry the balance of lodger account is calculated and 
written in the account. 

For Calculation of balance the debit and credit 
amounts are compared# tho difference is written aa balance 
giving the name (debit or credit) of the greater. If 
debit amount is greater the balance will be called 
d^it balance/ otherwise 'credit balance'. 

Step by step -procedure evolved fromfhe strategy 
described above is. givep below? ■* 
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Procedure ^ 


1* InPut debit total (D) 

2. Input credit total (c) 

3. Balance (B) = D - C 

4. If B^'O then S Else 7 

5. Print "Balance Credit", - Cb) 

6. Goto 9 

7. ^rint "Balance Debit", B 
9, Goto 1 


Basie Programa 

10, Ram * Balancing of Accounts * 

20.Print " Input the Debit total" 

30, Input D 

40, Print "input the credit total" 

50. Input C 
60. B * D - C 

70. If B < O then 80 Else 100 
80, Print "Balance Credit", - (B) 

90, Goto 110 

100, Print "Balance Debit", B 
110. Goto 20 

of PT^oaramt "Charging ■depr©'^iafci oii- on as-ffot.'-CC" 
Working Mo4-hod 5 


Assets are purchased for some value and after 
their usable life they can be sold. Purchase prL ce of 
assets is called,the 'Cost'the value which it featches 
after expiry of effective life is 'Scrap value'. The 
difference in both is the loss in asset due to it's use. 

Total burden of loss is tg be spread over the 
life of asset, evenly and charged to 'Profit and loss 

• jf , ■ . ' ’ . „ ' ^ ■?' 

Account'*. So, the amount to'be charg-sd as depreciation 


ni^y 

•< -Vi*, ' 









Amount of deprociati-in 


Cost of ^sset -^Scrap value 
Life of Asset in years 


The same amount -be char-jjd as yearly depre¬ 

ciation for total life f asset. If it is used f or months 
then the amount can be calculated proportionately!. 

Step by step procedure evolved from the. strategy 
described above isgiven below. 


Procedure t 

1. Input Value of asset (C) 

2. Input scra:p value after use (S) 

3, Total depreciable am<xint Cv) = C - S) 

4, Input estimated life in years C n ) 

5. Yearly depreciation (d) = V/n 

' t , 

6, Print the result. 

For another machine/asset again ’RUN*' Command will be 
given. 


Name of P,^oqram8 "Charging depreciation on assets"-II 
Working Method t 

Various assets are purchased by us. The value of 
assets deteriorates due to passage of time and use. This 
deterioration will be fast in the early years of life of 
asset and slow at the last. Therefore/ sum of the digits 
method of charging depreciation is logical. 

Under this programr a ma<ohine costing Rs,3-5., OOO 
is assumed to be purchased which had scrap value of 
te,550/- after 14 years. For charging depreciation under 
'sum of the degits method/ first, the sum of the year's 

digits must be calculated as S = 1^+ 2 + 3 +■•.14. 

SgCond the total amount of depreciation mUst be calculated 
as A ts hs,35/000 - Rs,550, and in e'aqh of the 14 years, tie 

depreciation will 

‘•v.i V 

»IM . * ‘ ’r'"' Xsi'n' ^ - 
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Year 

1 



U * 14)/s 


2 (-fi * 13)/S 

3 (A * 12)/S 

4 (A * ll)/S 


14 (A * iVs 

The multiplying terms is each set of parentheses 
(i.e. 14 , 13, 12-l) is always (15 - the number of the 
year) . This plays crucial role in designing the program, 

Procediire 

1) Print the headings '*Year" and “depreciation". 

2) initialize tho values of number of years (Y 1), 
total depreciable amount (A), and starting 
value of thos urn of digits, 

3) Calculate the sum of the digits with an 
accumulator, 

4 ) The formula for depreciation is initiated and 
used repeatedly. 

5) The result is printed, 

10 ^rint "Year”, "Depreciation" 

20 Let Y1 =: 14 

30 Let S = 0 

40 Let A = 35000 - 550 

50 For Y = 1 to Y1 

60 Let S = S - Y 
70 Next Y 

' 80 For Y = 1 to 14 

90 Let D = A * (15 -y)/S 
100 ^rint Y, D 
' 110 Next Y 
120 End, 




Name of Program; 


•' Payment of Mortgage Loan in instalment", 

Vfcrkina Method; 

Loans are borrowed which are paid with interest 
after a certain period and heavy amount is required for 
it. For making the loan soft it may be paid in equal 
instalments. Every instalment involves payment of 
interest on outstanding amount and repayment of some 
principal. After obtaining loan at a certain rate it 
becomes difficult to arrive at proper instalment as it 
involves complicated calculations. 

A computer program however can be particularly 
useful in calculating the value of instalment and exa¬ 
mining the effect of changing the variables to assist 
in choosing the most suitable amount of instalment. 

Annual instalment required on mortgage can be 
cal^sulated with following formula: 

P.I { 1 + I )” 

Amount of Instalment = - 

(1 + ' 1 

Prirc ipal - the amount borrowed, ' . ^ 

I: Interest rate per annum, anri 
ns duration of mortgage. 

Montly instn imcnts are usually 1/12 of the annual 
instalment. For examining alternative options of loan 
we have to change p, n or I# as required. At the time 
of changes the current values are also to be reminded. 

Step by step procedures evolved 'f-rom the strategy 
described above is given below* ' 



Procedure* 


Basie 

10 
20 
30 
40 
50 
60 
70 
80 
90 
loo 
110 
120 
130 
140 
1 SO 
160 
170 
180 
190 
200 
210 
220 
230 
240 
250 
260 
270 
280 
290 


1. Input rate of interest (l) 

2. Input amount of mortgage loan (P) 

3. Input period of loan (n). 

4. Amount of insta Iment (r) = ^ . .Si 

C 1 + I) N . 


5, Monthly repayments = R/12 

6, ^rint the results 

7, Now input 1/ P or N to revise or start 


Program * 

DEF iUM (x) = INT (x/.Ol + .5) * .01 
Print "Enter Interest Rate as 3^ " ? 

Input I 

Let I = l/lOO 

Print "Enter size of Mortgage 

Input P 

Print "Enter Period of Loan (years) "/ 

Input N 

^et R = (p*- I* (1 + I) n)/C ( ( 1 + l) N) 
Print "Monthly Repayments*"; Pnm (r/12) 
Print 

Print "Ewter I» P or N to revise" 

Print "Interest, Prindipal car years" 

Print "Existing values are'* 

Priat 1/ P/ N’ 

*^ilnt "or enter S to stop " 

Input A 9 

If A $ = "S" Then 330 
Print "Enter Revised ^alues"; 

Input X 

If A $ s "I" then 270 
If A $ = "P" Then 290 
If A $ = "N" then 310 

Print "Revision Error* A $" EntereiS" 

Print 

G ot o 120 

Let I =s x/lOO 

Goto 90 ' ' . ' ‘ 

Let P = X , -300 '■ gttd ,90,’''31.0 .I'et N * x#' ^ 

. ... '■ I t ' ... ' f 



KTamp. of Proqrami Calculation of percentage marks. 


Working Method s 

In a test the answerscripts of four subjects# say 
English, Physics, Chemistry and Mathematics may be valued 
for different maximum marks. But for comparision it is 
necessary to convert the marks into percentages. 

For conversion of marks into percentages, the 
marks secured are divided with total marks of the-subject 
and the quotient is multiplied by 100. In this way the 
marks of allthe four subjects are converted to a common 
101 point scale and comparision becomes possible. 

Similarly the marks obtained by different students 
may also be converted in percentages for comparision. 
Step-by-step procedure evolved from the strategy described 
above is given below. 

Procedi re 

1) Input maximum marks (t) 

2) Input marks obtained (m) 

3) Percentage = ( H/T ) X 100 

4) Write the result. 

5) Repeat the process from, step ^2} till desired. 
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Either 

10 Rem * Marks into percentages * 

* 

2 0 JPj-int "Maximum Marks" 

3 0 '1nput T ^ 

40 ^rint "Marks obtained" 

50 Input M 

60 • P = C M/T ) * 100 

70 Print "Percentage"; P 

80 GOTO 40 

Run 

Program can not be stopped without 'BREAK' 

OR 

10 Input 'T' 

20 Input 'M' 

30 If M = 51 then 70 

40 P = (m/t) * 100 

50 Print P 

60 Goto 20 

70 End 

Run 

Any condition can be written at '30'. 

Name of the Proaram t "converaioncf ttiea/suroPEfetit-.s n'n 

to centimeters and centimeters to 
inches". 

Working Method ; 

Height, length etc*, are measured in inches and 
centimeters. Sometimes, for the purpose of comparisi on, 
the expressions of inches are to be chag,ged to centimet®r^ 
Or vice-versa. 



- 99 - 


For conversion of inches to centimeters# the 

length of n inches is multiplied wTt'h 2.54 or n 

• - * 

I 

inches = 2.54 n centimeters. 

For conversion of centimeters to inches the length 
of n centimeters is multiplied with..3937 to arrive at 
the inch value, or n cenfc#neters = .3937 inches. 

Step-by-step procedure evolved from the strategy 
described above is given belows 

Procedure s 

(a) laches to centimeters! 

1. Input n 

2* Multiply n with 2.54 
3. Write the result, 

(b) Cgntimetcr s to inches? 

1. Input n 

2. Multiply n with 3937 

3. Write the result. 


Flow Charts 


Start 

■ ■■■ ■ I ■/ 
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10 Input I 
20 Let C = I X 2,54 
30 Print C 
40 End. 


Or 

10 REM * INCHES TO CENTIMETERS * 

20 Print "Entejr Next Length in Inch", 

30 Input I 

40 Let C = I X 2.54 

50 Print "This Length in Centimeters is"; C 
60 End, 

Cb) Centimeters to Inches 

10 I nput C 
20. Let I = C X .3937 
30 Print I 
40 End, 


Or 


10 

REM * 

Centimeters to Inches *■ 

20 

Pj.iht 

"Enter Next Length in Centimeters" 

30 

input 

C 

40 

Let I 

= C X .3937 

50 

^rint^ 

"This Length in Inches is"; C 

60 

End. 



The advances made in software and program 
development have made the use of Computers very easy 
even for a layman. Now-a-days readymade computer 
software packages are available that permit interaction 
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between the computer and it's user in a very simple 
manner. Although a very large number of software 
packages are available for various applications but 
Word processing/ Electronic Spreadsheet and Data Base 
Management system are the most commonly used in the 
area of business. For the interest and use of teachers 
and students the task of development of Computer 
program is not difficult. 


ieie-k-k-k 





CONTItTUOUS AND COMPREHENSIVE EVALUATION 


Dj^.P *D^s, 

Reader in E,^ucation* 
‘R»G,E., Bhubaneswar* 

The present system of evaluation does not adequately 
reflect the total growth/progress of the students. Prom 
the existing practices and from our Itug term expeience* 
it is not difficult to pin-point some of the ttvajor short¬ 
comings which need to be properly approi-'iated and accepted 
before taking up any plan of evaluation improvement. In a 
summerised way we can list out these as under: 

1. Concept of evaluation is restricted to examina¬ 
tion rather than a broad comprehensive concept 
of eva luati on . 

2* Evaluati. on is considered as end of the course/ 
session rather than as an integral part of 
teaching-learning process, 

3, Evaluation is considered as an act of measvirement 
of students* learning rather t han a means for 
improvement of their learning. 

4, Evaluation activities are limited to scholastic 
aspect rathert han total growth of the child. 

5, Use of tools & techniques is limited to 
written examinations largely, 

6 , Quality of written examinations is questionable 
from the point of view of validity and relia¬ 
bility, 

7, Diagnostic evaluation is still a dream of 
the future. 

8 , Using evaluation as a feedback has yet to 
become a reality for imprving students' learning. 

9, Evaluation is never conceptualised as objective- 
based< comprehensive/ continuous, cooperative 
and dynamic process. 

You may add many more glaring shortcomings 
of the existing system of evaluation. What is rea41y 
woth stating is the cause of a li these ills. The cause may 
lie with the teachers or the educational system in 
general. Therefore# therg is nn imperative need to make 
evaluation an integral part of the total teaching—learning 
process and to make testing continuous and comprehensive 
by taking care of all the three domains (Cognitive/ 
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affecti.B'e-ani<i'''pSychomotor) for all r*ound development 
of the learner In both scholastic and non-scholastic 
areas. In vj-ew of the above/;, the'-concept of evalmtion 
Can he developed, 

•»* f I * - ‘ 

Ooncebt of Evaluatinh "* The concept of evaluation 
should not be equated with thfe concept of examinati on or 
mere measurement# Broadly, defined, educationale/'aluation 
is t^he quantitative and qualitatlve’.estimation of the 
overall grovrth and progress of pupils towards objectives 
or values in the curriculum and is concerned with yalues 
judgement and decisions making for improving, teaching¬ 
learning process. The emphasis is evaluation is upon 
broad personality changes and major objectives Of an^ 
educational progr-amme. These include not only scholastic 
achievements, but also non-scholastic areas like attitudes, 
interests, ideals, wa^ of thinking, health, work habits, 
personal and social adaptability. Hence evaluation is 
integrally related to the teaching-learning process. It 
entails a value judgement and works as a quality control 
irr'feducdtional programmes, 

i i « 

Purposes, of Bvaluation - Mainly evaluation helps in* 

a) determining the effectiveness of eburses and programmes, 

V ' * . 

b) testing assumptions about instyructional practices, 

c) selecting, clarifying a nd appraising objectives., , . 

d) creating motivation, 

e) to assess total progress of ’the child, 

f) serving as' a fee<toack for -both teachers and students 
for effective'teaching and learning respectively, 

g} -discriminating and ranking*the students, 

h) diagnosing pupils weakness/learning difficulties, 

i) providing basis for guidance and, counselling. 

Criteria of Good Evaluation - The criteria of good 
evaluation emerge naturally from the basic atssiiir^tion 
about evaluation. They can be enumerated as follows* 

a) Evaluation should be objective-based* The 
evaluator should define or spellout clearly the set of 
■objectives to be eval\:ated.. The objectives may be 
knowledge, understaiding, application, skills, attitudes,’ 
interests health, work habits, personal and social 
adjustment etc. 
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b) Evalxiation shcu Id be a comprehensive process* 
Evaluation should cover both scholastic and non-scholast|g 
dimensions of pupils' growth and use variety of appro¬ 
priate tools and techniques of evaluation* 

c) EvaluatiL on should be a continuous process! 

Since evaluation aims at estimating overall growth of the 
child and basically growth is a continuous phenomena/ 

it is .imperative to make evaluation regular and continuau*. 

d) Evaluation should be a dynamic process* The 
approach of evaluation should not be rigid# static in 
nature* It should be flexible and dynamic in respect of 
frequency of examinations, and type of examinations etc. 

e5 Evaluation should be a cooperative process! 

Since the emphasis of evaluation is on all aspects of 
pupils progress# a single teacher is not competent to do 
justice for evaluation of all the dimensions of pupils' 
growth and hence the cooperation of all teachers, students 
and parents is essential* 

Planning and Im nlfimenta^-i on M^d alit'f es o^= evaluatiot^ * 

The following steps are suggested about the modalitlSB of 
school evaluation*- 

a) Determining theareas (both from scholastic and 
non-scholastic) and identifying the appropriate objectives 
under each area to be evaluated, 

b) Selecting/preparing tools and techniqtJE s of 
evaluation, C^ools may include achievement test# diagnostic 
test/ psychological tests# checiclist# rat-itigscale* records/ 
and teckniquBs may be in form of written/ oralandjpracU."*!- 
examination) * 

, c) Determining the periodicity of evaluation - 
Inerder to make evaluation continuous, periodicity of 
evaluation both in scholastic and non-scholastic area 
should be decided much in advance, 

d) Executing the plan - Collection of informations 
or evidences may be done by using the tools and techniques 
already decided above. 
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e) Recording the results - Pjogress report cards 
both in scholastic and non-scholastic areas should be 
developed in order to record the results. 

f) Using the results for instructional,decision - 
The results of the evaluation rnay be effectively used for 
improving classroom instructions. 

Scheme for comprehensive evaluation - The schen e 
of comprehensive evaluation may include the following 
aspects of pupils* growth and activities* 


Tools &_Techniques 

- Written examination 

- Oral examination 

- Practical examination 

- Achievement Tgst 

- Diagnostic Test 

- Ij^telligence T^st 

ing of the primary/ 

Middle/Secondary stage 

Nr^n-Scholastic Aspects 

Personal and Social 
Dualities _ 

- Regularly Daily/^onthly 

- Punctuality 

- Discipline 

- Habit of cleanliness 

- Emotional Stability 

- Initiative 

- Sense of responsibility 

- Industry 

" Sprit of Social Service 

- Any other 
Interests 

- Literary Monthly/Zeorly 

- Scientific 

- Musical 

- Artistic 
Social Services 


- Observation 

- Anecdotal Record 

- Rating-Scale 

- Observati on 

- Anecdotal Record^ 

- Rating Scale 


- Observation 

- Rating Scale 

- Anecdotal Records 


Scholastic Aspect 


*tr~ea 

Currieular 

areas 


P^giodicJlty 

Five time in a year 


Intelligence 


Once at the begin- 



106 


Attitude 


- Towards Teachers Daily/Monthly - Observatioh 

- Towards studies - Questionnaire 

- Towards school-mates - Interview 

- Towards School - Rgting Scale 

- Any other 


Physical Health 

- Height Twice in a year - Observation 

- Weight - Interview 

-' Chest _ - MgdL cal Check-^up 

- Physical defects/ if any 

' Activities 


Literary and Scientific activities 

- Library Twica/Thrice 

- Debate 

- RgCitation 

- Creative Writing 

- Science Club 

- Any other 


- Observation 
^ Anecdotal Record 
„ Rating Scale 


Cultural Acatlvities 

- Drama Halfyearly/yearly - Observation 


- Music 
D^nce 

- Drawing fit Painting 

- Anyother 


- Anecdotal Record 

- Rating Scale 


Out Door acativities 


- Games Half yearly/yeerly »- Observation 

- Sports _ Acecdotal Record 

- Scouting - Rating Scale 

- N.C.c. 

- First Aid 

- Gardening 
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The above guidelit^s attempt to Indicate major 
directions in which the programme of evaluation deserves 
to move so as to realise the purpose of education* 
Orientation of teachers towards the new directions of 
continuous and comprehensive evaluation will not improve 
the system unless teachers tries to implement the scheme 
with sincerity and honesty. 

The following follow-up action is suggested; 

1) Organisation of Orientation programmes for 
teachers about the new directions of evaluation. 

2) Keeping in view the school conditions^ the 
schemeef evaluation may be defined ana. imple¬ 
mented on cooperative basis* 

3) There should be regular supervision oj^ the 
school evaluation programme and assistsce may 
be provided to t h® teachers when they face any 
operationa1 problems• 

4) format of progress cards may be developed and 
may be supplied to all schools for uniform 
record of results. 

5) Action research relating to various aspects of 
evaluation may be undertaken, the findings of 
which will be taken as feed back for improving 
evaluation system* 





ALVtiLJ^i‘xOi<l IN VuCATxU^<A.b iiiDJCATlUN 

I 

Ramakar Raizada/ 

Lecturer 

R«C.E.^Bhubaneswar 

Teaching of any subject should be learner centered# 
specially in vocational edueation. Students have to be 
educated according to their age, aptitude and abilities. 

« 

^valuation becomes a necessary tool in the educational 
process and it is a positive function. It should not 
create a fear and a failure"complex in students. 

Evaluation in vocational courses is more specialised 
job. In addition to theoritical knowledge# it is essential 
to evaluate the performance and personality characteristics 

V ^ 

Skill development is one of the most important aspect of 
vocational education which is not instant and happens or 
takes place over a period of time. It is suggested that 
instructional objectives# based on the desired vocational 
competencies should be clearly spelt out for each vocationa] 
course. The scheme of evaluation should take these object¬ 
ives in account and the total evaluation structure should 
comprise of comprehensive and contlnucus assessments of 

% 

vocational students, 

A comprehensive continuous evaluation should assess 
the progress of students individually in the following 
areas t 

1 

^a) Scholastic Achievements 

(b) Performance in skill areas 

(c) Products ]Sroduced by student, 

.There is need to give higher weightage to the 
quality aspect in vocational e ducation irt^tjhe system. 

is difficult to define quality particularly with 
reference to educational prodess. In our Indian situation 
everything in education is stib-ordinated to exatninatlon and 
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grading/ the quality aspect will receive no attention 
unless a'balanced system' of evaluation including varied 
procedures ia used for evaluating student's progress in 
'vocational education* 

U' ' 

In evaluation of student's progress in vocational 
, education basic competencies and learning of skills is 
to be emphasized. Evaluation should be continuous one/ 

I / ' 

it sh'Jii Id be at several points of time to g ive immediate 
feedback to the teachers and students. Students should 
know from time to-time/ what they have learned? Hqw much 
they have. learned? dnd Haw iweliythey hivej iedrned ? The 
teacher should know from evaluation# what his instruction 
has done?/. Where hfs instruction has failed ? and where 
his instruction needs change?/ so that all the students 
are able to master the skill. H^nce# evaluation should be 
done by the teacher himself continuously during the 
academic session. There should be the component of internal 
assessment specially for practical portion of vocational 
programme and at least 20 % weightage should be given to 
the internal assessment. Need for proper evaluation of 
practical skills can not be denied. Some important points 
for practical skill evaluation are* 

(aj) at the time of evaluation not only the product 
but Process of performance should also be 
given importance. Such evaluation should 
involve identification of various logical 
steps in performing different jobs and 
practicals. Observati onal evaluation of the 
student through these, besides the evaluation 
of findl outcome/ is necessary. Such an apprpa*?^^ 

, develops scien^j.fio attitude in the student". 
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(b) in ^the cours© of practical examination a 
number of small jobs or practicals shoiid be 
set for a student to do. It will provide a 
comprehensive coverage of the skill which 
students are expected to develop. 

(c) the scoring should be objective in place of 
subjective or arbitrary scoring. This may he 
attempted to be accomplished through th© 
development of detailed marking scheme# for 
accessing the various steps or the processes 
involved in a job or practical. 

Those connected with educational evaluation, one 
or the other way feel strongly that traditional approachesj 
practices and procedures are doing more harm, then good 
to students. has given rise to number of malpractices, 
including the frequent use of unfair means* It is mainly 
because of giving more importance to examinations than 
they really desi?rst** 

In real sense evaluation shaa Id be integral part 

k 

1 

of teaching-learning process giving importance to the 
three domains-cognative, affective and psychomotor for 
all round development of learner in both scholastic and 
non-scholastic areas. The traditional examination system 
takes the cognisance of the scholastic area only which 
is not appropriate in curent circumstances and sped- 
fically for vocational edu<a tion. The emphasis should 

I 

now shift from classifying the le'arners into classes 
and divisions in examination to assessment of the 
,progress made by the learner, his’ potentials and 
w^aknes.se,a for taking necess«i:y steps to bring about 
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the desired growths For vocational subjects, there i^ 
need of more emphasis on practical aspect and the 
assessment is to be primarily done internally at school 
level by vocational teachers and not by any external 
agency* Evaluation should become the basis of continuous 
review and revision the instructions till the desired 
level of efficiency is reached. 

National Policy on E^iucation, 1986 emphasised for 
use of grades in place of marks in examination. It is 
much more appropriate in the area of vocational education. 
The centrally sponsore<l scheme on vocational education 
has given the following recommendations for evaluatidn* 

I 

nThe performance of students in vocational courses 
will have to be periodically and continuously evaluated, 

Bhis shculd be conducted through the concerned full time 
teachers of the courses and by involving part time 
teachers and the concernsd collaborating agency. The 
school should keep a permanent record cf such evaluation 
and the same should be annexed to the certificate, awarded 
hy the Board. Besides the internal evaluation suggested 
the board should also conduct a final external examination 
following the same mechanism as for academic stream. In 
both the internal and terminal evaluation, assessment of 
|jractical skills acquired will be a very important componantJ 
to be judged primarily by practical work/assignment. 

Since the employability of the vocational graduates would 
depend largely on the reputatiohy the school is able to 
make for it^s courses rather than on the state wide picture/ 
continuing and intensive efforts willbe necessary to help 
each vocational school develop it's own identity and 
■attain a level of excellence'!*..^. 
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SOt the followings should be involved in the 
evaluation work cC vocational students* 

- Vocational teacher(s) 

- Principal 

- Training place station Supervisors/Foreman 

- Employer of the areas 

- External Examiners (among the aboyes) . 

A vocational teacher needs to use variety of tools 
and techniques of evaluation to suit the needs of varying 
situations. There are many devices such as oral test, 
written test, practicalS/ observations. A description of 
these devices follows here under* 

D..vices of Evaluation * 

1. Oral Tests * 

Oral test is a face to face question answer activity 
between the examiner and the examinee. The examiner asks 
questions and examinee attempts to answer them. The examiner 
proves with the further questions or accepts the answers. 
Finally the examiner judges the quality of the answers and 
grades the examinee accordingly. Oral test is a valuable 
technique for the assessment of practical skills/ projects 
etc. and for an indepth study of student's learning and 
has great significance in vocational education where 
pracftical skills are much more important. PrOP®rly 
devised and used oral tesis may be both a good instru¬ 
mental technique and a v,jiluabie means of evaluating 
students progress in vocational education. It helps in 
testing Students knowledge/ understanding/ application 
Of knowledge and diagnosing student's weaknesses onthe 
spot. 
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Evaluation provides a long array of tools and 
techniques for testing, students* Among these tools oral 
tests are of great significance. The powerful potential ^ 
of this tool which was realised in ancient times through ' 
out the world nged to be utilised in full inthe area of 
vocational education. The most important bearing it has 
on. vocational education that it throughs light on ‘process^ 
as well as 'product'. 

Language# both spoken and written would remain a 
significant mode, of communication for all the times. Oral 
communication is more natural# more frequently resorted 
to and is e natural medium for social interaci.tion, 
Stran'^ely enough we ignore this,potential tobl of evalua¬ 
tion and underly depend on written examinations, ^f the 

4 ■* ’ 

teacher community accepts the challenge of realising the 
full potential of oral examination/ all the constraints 
in it's implementation can be easily overcome. 

Ob i actives i 

1. To enable the pupil to approach and negotiate probleins 
Bet in a form of questions in an examination in a worth¬ 
while manner,, 

2. To identify and analyse the vunerable areas of student's 
insight specially contributing to his/her creative 
responses to any item of learning. 

3. To stimulate student's interest in exploring newer and 

finer avenues of performance, coraparision and contrast, 

) 

4. To reduce considerably if not altogether the emphasis 
laid' on memory in the traditional examination. 
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5. To ma3ce tne examination more comprehensive in nature 
by providing for testing wider abilities# areas. 

6. To identify and analyse student's presence cf mind as 
exposed through oral questioning. 

7 . To prove into students the insight that detects and 
focuses on his/her skill in appreciating and critically 
analysing items of creative activities in them. 

a. To evaluate student's spontaneity^ mannerism#presence 
of mind 'and presentation. 

9, To upgrade the teaching learning process by shifting 
the emphasis from mere transmission of inforiration to 
the development of abilities thatwould help the pupil 
in his later stage of life. 

10, To boost the analytical and divergent approach to 

problems that necessitate finer creativity and critical 
enquiry. 

Reliability ; 

The following points will acot as guidelines on 

achieving higher reliability inthe oral tests: 

1. Higher reliability inthe oral examination will primarily 
depend on the integrity of the teacher. If possible 
moire than one examiner should be appointed to conduct . 
the examination, 

2. Systematization of oral tests# examiner's experience# 
training# alertness, tac6«-t# awareness and knowledge 
will reduce biases in marking the responses. 

3. Meqiiate sampling of content and specifications will 
help in achieving higher reliability, Subjectwlse 
blue-prints need t o be developed for fbaraing a variety 
of questions. 

Weightages to different aspects to be evaluated should 
be determined in advance in order tg have uniformity 
in marking by the same examiner or by more than 

examiner* 


one 



5, Recording of marks awarded by each examiner shoi ici^ 

) 

for the sake of confidentially * be made in a separate' 
sheet and the f inal award should be made out of the 
average of these marks to ensure higher;fellability» 

EVALUATION OF RESPONSES l INPUTS TO BE CONSIDEREDi 


1. In order to minimise the element cf subjectivity in 
evaluating the performance of and examinee, it vtoila 
be advisable if a five point sc@le of grading is used 
asf 


A 

B 

C 

D 

E 






]i’xcei,ient answers 
Very Good answer 
Good answer 
Average answer 
Below average answer- below 40% marks. 


- 60 to 75%'marks. 

- 50 to 60% marks 

- 40 to 50%.marks. 


While assessing the respaises of an examine^, some 

j 

specific suggestive inputs given below may be takeri into 
consideration# Based on item vdse marks# an overalj grade 

I 

may be worked out for each examinee. Depending upoh the 


responses, weightages may be given to suggestive inputs. 
This is needed to bring out uniformity in marking by 


different examiners. 


1, reproduction and understanding cf concepts inthe subjecti 

2 . problem-solving/application. 

3. critical thinking and creative appreciation. 

i , 

4, coherent presentation of answers, 

5, skills (use of tools, materials etc.) 

6, an ability to demonstration of facts, figures in 
support of analysis. 

7. general appearance showing presence on mind and 
behaviour of and examinee, 

8. general interest in the skill. 



(2) ®ral tests should be administered skillfully to 
achieve reliable and valid results. The teacher should ask 
questions loudly and clearly so that t be student listens 
and understands properly. 

(3) The type of oral questions should be adaptable. The 
teacher^ should be able to construct the questions to 
suit the student and adapt it to another situation of 

. the same type. Care must be taken to keep all questions 
comparable in difficulty in each category. Although 
grading of oral tests is usually subjective/ efforts 
should be made to eliminate the influence of external 
factors such as favouritism# personal bias etc. 

U) For evaluation of personality traits; 

- quickness 

- gestures 

- mannerism 

- level of confidence 

- alertness - 

- spontaneity 

- reaction time# etc, 

along with the insight over the subject matter and 
metix>d of presentation should be considered. 

Recommendation a » 

1. Qualitative improvement in v ocational education is 
possible only when examination evaluates different 
skills-written/ oral and practical in tie students. 
Wj-iting as well as speecth and performance are 
important and should be developed in balanced manner 
and evaluated appropriately. 

2* Oral tests should be introduced in ^ithe school system 

suppleraepta.;0‘;t;ool t9, tb® wpittsa, and practical tests. 



117 - 


All students would need to be exposed to this system by 

use of varied forms of oral tests in order to allo^ 

students to speak what he/she thinks or knows, 

3, Skill/Job wise specific areas which are most amenable to 
evaluation through different forms of oral examinatioti 
need to be identified. Oral examination may be resorted 
to in thoie areas for measurement of student's achieve¬ 
ment and diagnosing difficulties on the spot, 

1 

V 

4, Every term/periodical assessment in school should have 
oral examination with proportionate weightage in the 
composite marking scheme- 

5, The main focus in oral test should be to develop the 
ability to express without fear or faltering. The 
examinee should be able to marshall the relevant points 
without wavering. 

6, In Vocational subject's oralatests student's quicknes 
in supplying correct and precise answers^ clarity of 
thought, presence of mind etc. are to be focussed. 

7, In view of the fac't the NPE 1986 envisages continuous 
and comprehensive evaluation at all stages of education 
inclusive of the vocational education, it would be in 
the fitness of things to make a judicious allocation 
of weightage to oral tests in both internal and 
external examinations. 

8, Under the present circumstances, introduction of oral 

examination at public examinations may not be feasible 

but its utility for the external examinati on could not 

1 

ruled out after a successful field trial. Attempts may 
be made to introduce oral examination at public exami*' 
nation also on experimental basis in a phased manner 



9, Contact points in each state may be established and 
with the help of willing teachers# oral examination 
should be tried out on an experimental basis aS a 
measurement device in vocational education. 

10. Question banks suited to this test should be developed 
on all vocational subjects-topiewise# which may be most 
amenable to oral examination. 

11. The role of a teacher is important in organising oral 
tests. He/she should be a man/woman of integrity# and 
very fair in conducting'oral examinations and giving 
grades to the students on the spot, A teacher should 
develop an attitude of self reliance and self suffi¬ 
ciency amongstudents. 

12. Proper planning of Oral tests is essential and for 
this Oral Tickets may be developed. 
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2. Written testsi 


Written test a form of closed book examination in 
which the examinee isc iven a set of questions in written 
form and is required to answer them on an answer sheet in 
a fixed period of time. The answer sheets ar© valued by 
the examiners and marks are allotted as per the expected 
answers of the questions. It is one of the oldest form of 
examination and developed a large number of evils in it,as 

1. Questions set mostly require recalls of information 
on the part of examinees. 

2. Almost Completely overlook the testing of higher 
objectives like understanding/ application/ analysis/ 
synthesis/ cBitical training/ skills etc. 

3. Subjectivity to the paper setter in setting a question 
paper. 

4. Subjectivity of the examinee in interpreting the 
ques' ion set with a view to determining the scope of 
the expected answer. 

5. Subjectivity of the examiner in examining the 
answer scripts. 

6. In-effective coverage of the content, 

7. Administrative problems of cophing, malpractices etc. 

The written tests may h-ave the following types 
of test questions: 

1. Essay Type or long answer type questions* 

2. Short answer typg questions. 

3. Very short answer type or Objective type questions. 


In place of objective type questions there is 
more suitability in the very short answer type questions 

c * 

as the former leaves more scope for malpractices a nd 
guessing. 
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The administrative procedures of conductitig of 
examinations should be very will planned-and carefully 
implemented if the desired out-comes are to be effectivelj 
achieved. The written examination is to be re-designed 
to confirm the major goals and the changed apademic 
requirements. 

Re-designing of aucstjon-paper ; 

A question paper is not a random assortment of 
questions. has to be structured accorciing to a pattern 
decided in advance with following inputs: 

1. Preparation of a design : 

The question paper design provides the policy 
which lays down the chief dimensions of a question paper, ^ 
Weightage to different objectives, different areas of 
content, different forms of questions# scheme cf options, 
sections in the question paper etc. should be decided in 
advance. 

2. PrpParation__of a Blue Print ; 

Blue print of the question paper is basically a 
three-dimensional cnart showing th® placement of different 
types of questions in respect of the objectives tested, 
content area covered, form of question. It also indicates 
numerical weightage given to each question, scheme of 
options to be adopted in framing the questions. So, it 
is a operational lay out of the design fcr preparing a 
question paper, on the basis of one design several blue 
prints of question paper can be nade. 

3. Preparation of qu.=stion s based onthe blue Brillb* 

With development of blue print the dimensions of 
each of the questions to be Inclded in the question 
paper stands defined. As ,pei>, location on the 
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individual questions have to be framed. The questions 
should be so worded as the examinees understand the scope 
and length of the expected answers. 

4. Editing the question paper t 

a) Assembling the questions i 

The questions are to be assembled usual ly on the 
basis of their form->i.e. fixed response type questions 
(Objective type/ Onc v/ord/ phrase answer or veiy shert 
answer type) may be put in one section, and the free 
response type questions (theshort answer and essay type) 
may be placed in another section. 

b) Instructions to the examinees t 

The directions regarding what the students are 
required to do heed to be clear# specific and pin pointed. 
General instructions may be given in the begining of the 
paper and specific instructions relating to each section 
at the begining of the corresponding sections. 

c) Implications for administration s 

It may be necessary to give specific limit for 
thesection containing the fixed response type of questions. 
It will help to minimise the chanses of common mal-practices 

Preparation of the scoring key and marking schema : 

It is essential to frame the scoring key and tine 
marking scheme# simultaneously with framing of questions 
of a question paper. Scoring keyis to be prepared for 
objective type questions and marking scheme for essay 
and short answer type questions. ^ .. _ 

After administration of the question paper and 
getting it’s results, the analysis is also necessary to 
provide feedback for teaching and learning process. 



Recommendations; 
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1, There should be development of detailed policy 
statement (designs)' for each question paper by the 
examining agency and forwarding the same to the paper ' 
setters to be followed for setting balanced question 
papers in regard to subject matter to be covered, 
abilities to be tested, the form of questions to be 
included, the pattern of options, scheme of sections, 
wording of questions, etc, 

2, Only those persons should be appointed as paper setters 
who are trained in the concept and techniques of eva¬ 
luation in vocational education, 

3, There should be adoption of appropriate strategy for 
the administration of the question papers particularly 
when they have fixed response questions. Question 
paper should be divided in different sections* 

4, There should be mechanised processing of results. It 
saves time a nd labour and at the same time ensures 
greater accuracy. 

5, ffihere should be introduction of a system of grading 
by replacing the traditional scheme of giving marks 
in vocational subjects. When the students are given 
marks it is a common phenomenon to find students 
either gaining or losing (say division) just because 
of a single mark. If an overall assessment is done 
such mistakes may be easily avoided, 

3. Practical Examinatian; 

The vocational subjects are applied subjects and 
the purpose cf vocational education is to develop 
practical skills a nd scientific attitude in students. ^ 
Prjq)p,p;r'weightage is to be given to’the psychomdtot 
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skills and also to appreciation, interests and attitudes. 
Psychomotor skills include manipulative skills, observa¬ 
tion skill, drawing skills, reporting skills etc. There 
is need to define skills into the. r components for the 
purpose of evaluatisnc. of it, so that the nature and 
scope J)f project/practical/job is properly delineated. 

Practic'"’! examination is a form of closed book 
examination in which examinoe is allotted some job, 
practical or skill to complete in a given time. The 
examinee performs the job and at the same time examiner(s) 
observe and compare the performance with standard one 
and value in the form of marks or grade, but grades are 
considered better in vocational education, ^t may involve 
group work or individual work. Appropriate woightage will 
be given to the process and product both. 

Development of skills is a continuous process and 
the progress should oe monitored by the vocational teacher. 
The evaluation of practical work should be internally 
•onducted by the concerned vocational teacher/teacherS and 
should be shown ,^n tho pe'rformance record of the student . 

At the end :5f plus tv/o stage also external evaluation may 
n >t be a right approach for vocational education. However, 
if the programme is likely to suffer in the absence of 
such an evaluati ^n, (external) , the practice of examinin-g 
the students by external examiners particularly drawn 
from the duster schools of which a particular school 
is 1 member may provide a better alternative. 

The Vocational Teachers should keep a systematic 
reoord of students progress in vocational education,apart 
from the teacher's record, each student may be asked to 
"‘alntain his own record in form of student diary. They 



should make necessary entries in diary and siibmit to 
teacher after completion of the job-, it may algo work 
feedback to the teacher for his further teachinq, 

a well designed plan of Continuous and cpmpreh«»k_ 
evaluation using worthwhile evaluation crfeteria ahouljiA 
prepared as per needs of the s ubj ect area* Every ptact^l 
examination should be having at least 5%'Weightage on I 
oral test. The assessment may be made and recorded afta 1 
every operational stage, of activity/project/job, I 

P_E.oduct or result of performance, process of perfopJ 
mance and development of personality traits are the thml 
aspects which are equally important in teaching and teatiil 
of a vocational subject. It will be desirable to speclff | 
them in terms of specific tasks envisaged under egch 
aspect, which will differ in vocatL onal subjects, an'i 
different topics/skills in a vocatL onal subject. A clear 
specification will help both the voCctlonal teacher and 
'testers for objective based evaluation. 

Process Vs. Product Evaluation i ^ 

The evaluation which pertain to the process is refe¬ 
rred to as formative ovaluation and that concerned with 
the product is called sumtnatjve evaluation . But the 
product is cummulative entity and it's components begi)^ 
to emerge during the process/ it becomes difficult to 
differentiate between formative evaluation, and summstlv* 
evaluation. If^ fact, they are supple me ntaryand comple¬ 
mentary to each oth-'-r in tne whole enterprise evaln«* 
tion. 

Por evaluating students on skills, both.^rocess 

product of performance are involved and as such both 

•' 1 ' 

have t6 be assessed process of performance maybfv'.fl 








It caP. also be nieasurcd In terras of quality of performance 
that incilostes the effect on the product of performance. 

Evaluation of product is more reliable that evaluation 
of process ass- 

1, More time is available for its assessment. 

2. Independent Judgement of scores by different examiners 
is possible to chtiClt results for inter examiner relia¬ 
bility. 

3- a scale of proluct can be developed to facilitate 
objective scoring. 

4. examiners can be trained in the use product scale and 
their reliability in grading can be chocked against the 
experts judgement. 

A thorough acquaintance with both is/ therefore/ 
essential while selecting a particular- vocational skill 
and developing instructions for evaluating practical work. 
Since observetL on of process is time consuming and rate 
of perfornance may vary from individual to individuali 
proper assessment of process of performance is difficult 
•'Ifhough efforts need to be done in this direction, 

£ynluatlon of Pr actical rgcords ; 

Some of the points which s.hould be taken into 
consideration in evaluation of practical records are 
• listed as: 

The practical records should be written in a uniform 
style through out. Headings and materials should follow 
a consistent format. Report must be written in clear and 
concise terms. The tome of the records should be one of 
the approprfebe modesty as per needs of th® vocati'^nal 
subject. Since/ records are the reports of what, the 

student has done/ it should permit the reader to 

1 

reconstiTuct what happened without distortion. They should 
Valued as per the quality as mentioned above. 


- 
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Recommecidatinns: 

1. The vocational teachers shoujd have a positive attlfe^ 
of mind towards practical work a^d hardly typical ftatl 
problems they should pose. 1 

While evaluating skills# ore must take into account Uj#\ 
Various types of component skills involved. During 1 
instructional process these component skills will hav# * 
to be developed in a proper sequence. 

3. Practical evaluation in the area of vocational courses 
can not be a one time affair. Appraisals will have toh® 
done continuously as a part of the instructional progr*^ 
mme. After completion of each unit a test of practical 1 
performance should be administered to assess the relevat 
skill Of the student* 

) 

\ 

4. The product producfed by the student may be judged by 
more than one teachers separately# and average of the 
marks may be recorded as grade. A t'ell turned out 
product with minimum input of time, labour and money bat 
maximum input of imagination# Originality# precision 
and preserverance should be rated high, 

5. If possible the persons from employing agencies may be 
involved at the time of evaluation of practical skillsi 

6. Internal tests should be given wfth regular intervals 
and systematic record of the assessment should be \ 
maintained. 

7. ^directorate of vocational education should finalise a 
uniform''internal assessment system foe voeational 
schools throughout the state for this purpose syste¬ 
matic guidelines are to be f ormulated at the state level. 



Grading 


Grading is a system of classification of students 
into a few ability groups or categories according to their 
level ofachievement in an examination. The achievement is 
defined in the f orm of numerical or letter grades each 
of Which denotes a certain level of performance, goi erally 
not in absolute terms, but in relation to the performance 
of the whole group. 

When marks are used as a criterion for selection, 
there is an implicit assumption that the student getting 
60 marks is superior to the one getting 59 marks. The 
declaration of results in terms of grades is essentially 
to discourage wuch misuse of marks and to provide a valid 
and relistic categarisation of students that takes into 
account the limitation of the reliability of examination. 

It is mainly because of these considerations the national 
policy in educatian, 1986 has emphasised the need of 
grading system in examination. 

Limitations of marklnc t 

1. Marks are absolute measure of perfrrmance and there is 
much Variation in the pattern of marking. 

2, In a 100 marks question paper a 101 points scale is 
available for marking, but due to setting of question 
paper or marking quite a narrow range of the scale is 
actually used. For example in mathematics the entire 
range 0-100 is used but in english it is 0-80, in 
history 0 to 60 or 70 and so on. As a result 70 percent 
of marks in Mathematics do not indicate the same level 
of achievement in History. 

3- Inter-examiner variability is high even in centralised 
or spot evaluation of answer scripts. In practice v/hen 
marks are used for selection purpose a student with 
one higher marks is selected while his true marks may 
be the same. 



4. Reliability studies of examination marks have shown 
that standard error of measurement in a lOo marks 
paper is usually 5 to 15, depending on subject, type 
of paper and marking. If SEM is 10, then for a atua^tat 
whose true marks are 55 the chances are that his sct% 
marks are anywhere between 45 to 65. ^hen the santity « 
the difference looses. 

5. It is also net justified to add the. marks of different 
subjects ,tp arrive at a total score of the student, si® 
the marks of 'different subjects are on different seal* 
and also measure different attributes, their additioe 
amounts to totalling quantities which cannot be added, 
Such tptalling of marks is analogous to adding air- 
pressure, temperature and humidity and then supposing i 
that the sum of these numbers is the description of 
weather• 

6. For crucial decision of. passing of fai' . a studant 

a cut score of 33 or 35 or 40 % is used, but in view of 

the poor reliability of marks, a large proportion of 

students get misclassifled unjustly. Usually benefit 

of doubt is given to th® boarder line cases by exarnitwsi 

) 

individually as well as at the board level inthe fora 
of grace marks which leads to heaping of students just 
above the pass marks. Moreover to another and from 
one year to another in the same subject would make 
any one question the basis of using the same fixed out 
score as minimum pass percentage in every subject and 
every year in the same subject. 

To overcome these shortcomings of marics it is 
proposed to use grades instead of marks for declaring 
student's results in -wocational education. This 
however does not moan that marks should be done away 
with Completely and grades should be used even in 
marking answers to various-questions in a paper. 
Marking system may continue as it is, only the tiiarka 
should be converted t o grades in such a way that th^ 
define relative levels of achievement of student® 
uniformly for all subjects. 




Mettiods of Gradingss 


(a) Grades based on absolute marks t It involves 
direct conversion of marks into grades* Whatever the 
distribution of marks in a Subject, tne marks between 
two fixed points on 0-1Oo scale would correspond to a 
given gride* One of the example may bet 


75% or above t Distinction - 

60-74% t 1st Division - 

45 - 59% s 2nd Division 

33-44% * 3rd Division - 

Below 33% * Fail 


Grade 

II 

■I 

a 


A 

B 

C 

D 

E 


It is possible to form any number of grades as per 
group of marks. H^^wevcr, in view of disparity there may be 
no student in english getting grade A while a quite often 
will be getting grade A in mathematics. Here raw marks are 
treated as if they were the standard scores, Which can 
be equated. It means the assumption that any given score 
say 60, denotes the same level of achievsnent whatever 
be the subject, question -paper or year of examination. 

The advantage with this method is that it is very simple 
and state forwerd to apply. The grades basing of absolute 
marks indicate his own achievement without any importance 
to others performance. 

(b) Grading based on relative marks> It involves 
conversion of marks into grades on the ba sis of random 
order or percentiles. In this case the distribution of 
marks is taken into consideration determining the range 
of marks corresponding to different grades. For Examplei 


the top 5% students - Grade A 
Next 10% - Grade B 

Next 10% - Grade C etc. 

Here the actual cut off score for grade A in one 
subject may be quite different from that of another 
subject. The grade that a student gets depends on the 
relitiwe performance of the group. The approach is test 
oriented. 
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Dr* R.N,Dishit 

Evaluation of performances in a skill building 
subject like stenography and typewriting has a number of 
uses. It is used as a self checking"device by both the 
teacher and the students in class room situations, it may 
algo be used by the public examining bodies for awarding 
the competency certificates for employment and promotion. 
The importance of evaluation as an admission criteria 
and a guidance device can also never be underestimated. 

The merit-ranking is a*iso one of the important reasons 
for which evaluation is done. Lack of training in the 
evaluation techniques of SG & the measurement do not 
satisfy the three basic principles of reliability/ 
validity and objectivity. Keeping in view the intricacies 
of evaluation in a trade like SG & TY, few suitable 
international standards measuring the performances have 
been discussed in this paper, 

EiTaluatlnn ■tp.chniou^ in stonnaraphy - 

The Shorthand writers in the public examinations 
take dictation for about a period of ten minutes at the 
prescribed speed. They are asked to transcribe the same 
at about fifteen to twenty words a minute. A good steno¬ 
grapher usually follows the six links of tie transcription 
viz., "Shorthand/ typing/ Eriglisii/ puncLuatiou. -spelling 
and Work habits". The examiner in awarding the number/ 
marks follows the following foot steps. 

(a) First of all/ the transeript should in’ no way 

i 

alter the very spirit df the content of the 
Passage or the letter given for transcription* 


(b) Five Per cent errors of omission/or commission 
are tolerated inthe transcription sheet, 

(c) One who commits more than^five per cent mistakes 
are disqualified. 

(d) Award the qualifying marks to those candidates 
who commit five pet cent mistakes, 

(e) Award more and more marks to those candidates 
who commit less and less percentage of mistakes. 
Example: If the qualifying marks in a public 
examination is 50 per cent, the gradation of 
the gradation of awarding marks will be as 
follows: 


5 per 

cent 

mistakes 

50 

marks 

4 per 

cent 

mistakes 

60 

marks 

3 per 

cent 

mistakes 

70 

marks 

2 Per 

cent 

mistakes 

80 

marks 

1 per 

cent 

mistakes 

90 

marks 

No mistakes 

100 

marks 


gyaluatlom t e o hoigp-a. i.rustralah.t~jsooY.>t Y Ping 

The evaluation is, however^ little more complicated 
in typewriting public examinations* The evaluators iit 
a typewriting public examination should have the following 
knowledge and understanding. These rules are made appli» 
cable for straight copy typing. 

1. Five strokes constitute a word. The striking of 
shift key, the space ba^ and the tabulator are - 
also counted for this purpose. 

u 

2» Ten strokes are deducted from the total typing 
strokes for every error of omission and 
commission. 

3, Gross Words are the total number of words typed 
including the wrongly typed words. Net-words are 
Calculated after deducting from the gross words 
fifty strokes or ten words for every full 

r 

mitake committed, 3 



4. Nat words typ<id divided by the duration of tliae 
is the average speed (i.e. words per minute/wpM) 
of the candidate. This forms the basis of 
awarding the marks* 

5. Calculate the average gain or loss of a 
candidate in the speed test. This is arrived at 
by dividing the minimum pass marks by the 
required number of speed per minute. 

6. Now multiply the maximum marks with the average 
gain or Ice s as calculated above. This will be 
the marks to be awarded to the candidate. 

. j 

Example 

No. of words in the passage .... 300 


Duration of typing .. 10 minutes 

Maximum marks . 20 

Minimum pass marks *. 10 

Total words typed . 400 

No. of words wrongly typed.... 2 


Max^cs to be awarded will be calculated as follcws: 
Penalty 2 x 10 =* 20 words. 

NVfPM (Net words per minute) 380 - 10 = 38 

Average gain/loss per minute = 

10 - 38 

Marks to be awarded (10 - 30 ) x 38 = 12.6 or 13 

■» 

d-’Vie acceptable standards however/ for internal 
assessment in typewriting performances may be as follows. 

CcQss-wnrcla_a.-jniQute. .(.GMAM) with Error lixaii;* 

Here the total words are divided by the durotpio^i 
of the' test with no deduction for errors. No. of 
errors committed however simply mentioned. But 
if the errors exceeds five per cent the student 
is penalized for the mistakes' exceeding th^ 
limit i.o. five per cent. 









(b) Net wOb ds a Minu-fae (NWAM) is- calculated after 
Pf^naUsing for every error. Terr words are 
deducted from the total words typed. The Net 
words are divided by the duration of test. 

(c) *^rrect Word a Minute (CWAM) t In Order to 
Caldulate the CirJAM» the number of arrears are 
simply deducted from the total number of words 
typed. This figure is divided by the duration 
of tim* to arrive at the speed per minute* 

(d) Net Performance Rate (NPR) s Here no penalty is 
charged for. corrected errors, except for the 
time that is lost rn erasing and correcting 
them. A penalty is, however charged for 
uncorrected errors which is usually higher 
than ten words an error. 

Given below is a list of errors in typewriting 
for which the candidate is penalised i.e. ten words dedu¬ 
cted for each error* 

(a) Wrong capitalization 

(b) Non Capitalization 

(c) Over- typing 

(d) Space given where not required 

(e) Transposition letters. 

(f) Spelling mistakes. 

Cg) A word/figure or letter left out in typing. 

(h) Addition of any letter or word. 

(i) Typing of figures in places of words 
and vice versa, 

(j) Improper spacing before and after punetuation 
signs. 

Ck) Substitution of a word. 

(l) Insertion of any* word or letter by hand 
with pen or pencil. 

Mechanical migtakes,^ and repetitive mistakes like 
same spelling mistakes.or improper spacing before and 
after punctuation sighs are penalised once, Each of 
such mistakes may b4'treated as half mistake or 
exempted in special circumstances. 
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Evaluatlnn technique in Production Tests » Pi'oductioft 
tests are conducted for typing out business letters, 
rough drafts, manuscripts, tables and so on. The pro^ 
duction test is a timed test of half an hour or so 
within which the candidate is .expected to produce a 
mailable letter or -a' clean draft or table and typing 
the manuscripts as per the directions* Within the 

r 

prescribed time-limit the candidate is required to do 
all the activities necessary to accomplish the project 
of typing a mailable letter or ? table or typing a 
confused manuscript in its proper perspective, 

The following two standards of measuring production 
tests are familiar with the examiners. 

(a) Mailable Words a Minute (MWAM) ; standard was 
developed by Balsley through extensive research. This 
standard penalyzes a typist for a n error by the time 
it tal^es him to make a correction. She found that 26 
seconds are needed, onthe average to make a correction 
without a carbon copy, 

t 

(b) Produrtinn Rate a Minute (PRAM); In a gross- 
PRAM, no penalty is charged for errors. Net'- PRAM is 
required in a public examination where errors are,not 
corrected. Production Rate A Minute is calculated as 
follows: 

- Count all words in 'Acceptable problems'. 

- Count half the words ir4:he 'unacceptable problems' 

V 

“ Divide the total of be above two by the time 


of the test. 




report of the orientation programme for vocational 

COMMERCE TEACHERS HELD AT R.C.E./BHUBANESWAR FROM 
THE 1ST MARCH TO THE IQTH MARCH^93 . 

An Orientation Programme for Vocational Commerce 
Teachers/ Junior Lecturers and Instructors was held 
in -Che Extensio^i Unit at the Regional College Of Education, 
Bhubaneswar from the 1st to the 10th March, 1993. The 
objectives of the programme weres 

- To identify the vocational areas in business, 

“ To devise ways and means for-self-employment, 

- To evolve the criteria of evaluation for certain 
vocational subjects like Stenography, Type writing. 
Office practice and Accountancy, 

- To develop the skill of handling the sophisticated 
■ business macnines like electronic typewriters, 

photo-stat copier and the micro computers, 

- To chalk out the layouts and requirements of a 
business vocational department in the school, 

- To develop the skill of preparing practical note 
on vocational business subjects, and 

- To acquaint the participants with t he new 
techniciues, methods and approaches of teaching 
vocational business subjects. 

For the successful implementation of the programme, 
methodologies like lecturing, discussion, study tour and 
group discussion were adopted,,Thirty participants were 
invited to participate the programme but only twenty four 
attended. They were two from Bihar, one from Sikkim, one 
from Arunachal Pradesh, three from Assam and,seventeen 
from Orissa. 

Our achievements in the programme have been 
as' follows: 


1 


2 :- 


• More of vocational areas in commerce have been 
identified like TaX Assista nceship. Accounts 
Assistanceship/ Accounting for small traders, 

Cost Assistanceship, Stores Assistanceship etc, 

- Exposure to entrepreneurial motivation for 
s e 1 f - err^p 1 oy men t, 

b 

*r “ 

- Exposure to self-employable schemes as envisaged 
by the SIPQI, 

- Development of the skill of writing practical 
lessons in Vocational Commerce areas, 

- Exposure to uptodate business machines 
including Laminator, binders, electronic type¬ 
writers and micro-computers, 

- Appreciation of (a) various methods, technique 
and approaches, (b) grading a nd ranking techniques 
of vocational business subjects, 

- We had a study tour to the neighl|ouring areas 
on the 7th March, 1993. 

Lastly, evaluation of the programme was done* 

The participants were asked to ventilate their feeling 
through a questionnaire. They appreciated the practice 
of 'on the job training’ writing onthe basis of skill 
components. They felt the nee<i of appointing a person 
in every vocational school who should take care of 
guidance, counselling and placement* 

The Programme Director is thankful to the Principal 
and Dean of - Ij^structions for their cooperation ^nd 

r 

guidance. 



3 


The Programme Director is also thankful to the 
guest speakers who encouraged participation/ delivered 
tall^s and discussed. Thanks are also due to the 
Resident Ma-nager/ Ollivetti (Group Industries) / and 
the Manager/ Otto Business Machines for their fruitful 
demonstration of sophisticated Business Machines. 

Lastly thanks go to the Asst.Programme Coordinator/ 
Extension Services Unit and his members of the staff 
for their valuable cooperation. 


Sd/- 

( Dr. R.N. Dikshit ) 
Prorjramme Director 




AN orientation PROGRAMME FOR VOCATIONAL 
COMMERCE TEACHERS - An evaluation 

Duration : March 1 to 10,1993 Venue: R.C*E.*Bhubaneswar 

Each participant is requested to tick out his/her preference 
under each of the following item, 

1, Achieving the ob.jectives of the programme 

(a) Fully (b) Mostly (c) Partially (d) Not at all 

2, Duration 

(a).Too long (b) long (c) alright (d) short . 

3, Programme design 

(a) Very Satisfactory (b) Satisfactory (c) Manageable 
Cd) Not at all satisfactory 

4 1 Coverage of the programme „ ' ' • ' 

t 

(a) Fully (b) Mostly (c) Partially (d) Not at all 

5. Effectiveness of the session : Write 
(a) if most effective 

(B) if- effe'ctive 

1 

(C) if somewhat effective 

(D) if not at all effective 

fiatg Programme Remarks 

1.3.93 Vocational Schemes ih India _ 

Vocationalization of Business Edn. . 

Demonstration of Business Machines • 

2.3.93 Vocational teachers. _________ 

Physical facilities and equipments 

for Vocational Commerce class , . . __ 

Preparing practical note on 
Office Practice 

5*3.93 Commercial Auditing as a vocational 
subject 

Government Accounting 

Teaching approaches of Accountancy _ 


P.T.O. 




Date 


4,3.93 


5.3.93 


6.3.93 


Programme 

Commercial Auditing as a 
vocational subject 

Govt, Auditing as a vocational 
subject 

Curriculum construction in 
vocational commerce subject 

Computers in Vocational subjects 
working on computers 

Insurance as a vocation evaluation 
procedures 


Evaluation technique in SG and 
Typing 


Evaluating students’ programme 


7.3,93 Study Tour 


8.3.93 Demonstration of Electronic 
typewiter 

Schemes of assistance of SIDBI 

1 

Entrepreneusial Motivation,; 

9- 3-93 Group Work ... . 

10- 3-93 Case study approach of teaching 

crossing of cheque 

Self-employment opportunities for 
+2 Vocational students 


6, (a) Your overall observation*and suggestions for 
improving future programme ___ 

(b) What are the newer vocational areas for which 
-- courses should be started f 

-(■c) What" types of training do you need for your 
prafessional growth ? 
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